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Chapter 1

WHAT IS ADULT DAY CARE? 

Adult Day Care (ADC) is a valuable but often overlooked option in the long-term care continuum of services. It is typically available during daytime hours and is designed for people who require supervision and/or assistance in managing the activities of daily living and would benefit from a program of structured and stimulating activities. At most centers the family can tailor the placement to meet their individual needs, enrolling a client for every day of the week or for as little as one day a week. The hours of operation are usually established to meet the needs of most working caregivers. Families find that when they "partner" with an adult day care center to provide some of the care, the quality of life of both caregiver and care recipient improve. 

The focus of this book is on older adult clients although the information contained here can also be helpful in providing day care services to other age levels.  In addition, the primary focus of this book is on non-profit ADC programs.

Although Alabama has no licensing process, the Standards and Guildelines for contract services make for good practices to follow.  (see Chapter 9)

AGING, ILLNESSES AND THE INCREASED NEED FOR CARE

An estimated 50-75% of senior adults may experience some form of dementia.  Dementia may be brought on by a number of conditions, including:

· Alzheimer’s, Parkinson’s and Huntington’s Diseases (Alzheimer’s accounts for over half of the cases of dementia);

· Stroke or other vascular disease;

· Toxic reactions and/or substance abuse;

· Nutritional deficiencies;

· Infections that affect the brain and spinal cord;

· Head injury or brain tumors

· Illnesses such as kidney, liver and lung diseases.

Such individuals may show symptoms such as:

· Memory loss (amnesia);

· Confusion;

· Inability to use language (aphasia);

· Decreasing ability to perform motor tasks (apraxia);

· Difficulty in recognizing once-familiar objects, people, and places (agnosia); and

· Interpreting all aspects of their environment.

Such symptoms play a role in increasing the likelihood that a client may get lost, fall, be injured, experience problems with the performance of self-care tasks, or become agitated.  Clearly, such individuals can benefit from ADC services provided by a quality day care center.

Other illnesses that may be encountered in the client population include:

· Hypertension

· Diabetes

· Arthritis

· Mental Illness

· Mental Retardation

· Cerebral Palsy

· Muscular Dystrophy

· Multiple Sclerosis

The services and activities offered by a Day Care Center will differ according to the needs of the target population served.

GOALS OF ADULT DAY CARE

Generally, most adult day care centers strive to achieve the following goals:

· To promote the client’s independence 

· To maximize the client’s remaining abilities 

· To foster self esteem in the client 

· To decrease the client’s social isolation 

· To encourage the client to engage in sound health practices 

· To postpone or prevent institutionalization of the client 

· To enhance quality of life for the client and caregiver 

· To offer relief for the family and caregivers 

· To provide an array of supportive services for the caregiver 

Chapter 2

PROGRAMMING IN ADULT DAY CARE

INTRODUCTION:  A TYPICAL DAY IN AN ADULT DAY CARE CENTER

ADC’s provide daily programming that engages the client in an array of stimulating and enjoyable activities designed to meet a broad spectrum of human needs. For example, on a typical day in many local ADC centers, clients might enjoy:

· Musical and artistic activities that enhance self-expression. 

· Opportunities for spiritual enrichment. 

· A variety of exercise groups designed to improve strength and flexibility thereby reducing their risk for falls and injury. 

· Socialization and reminiscing activities. 

· Mental and sensory stimulation. 

All activities are adapted to the capabilities of individuals who have physical and/or cognitive impairments. Centers provide, as appropriate, nutritious meals and snacks and offer assistance if needed with feeding, toileting, and other basic care activities. 

At the end of each day of attendance the client returns to the familiarity and comfort of home and family. Once the client has had an opportunity to adapt to the ADC setting and the increase in stimulating activity, the family frequently will begin to notice some wonderful changes in the individual. He or she will often begin to exhibit heightened alertness, improved mood, and increased strength and physical stamina. Visitors to adult day care centers will notice that most of the clients are genuinely enjoying their day. 

The public perception of ADC is that it offers needed relief for family caregivers. While it is certainly true that ADC can be a Godsend for caregivers, actually the most exciting potential of ADC is the improvement in quality of life experienced by clients.
ADULT DAY CARE MODELS

Deciding on what type of Adult Day Care services and programming will be provided will be shaped by the model of day care selected.  Adult Day Care models can be described by the type of care given, the target client population, and the schedule of care provision.

One way of understanding the services provided in Adult Day Care is according to the type of care provided.  Specifically, a center may follow either a social or a medical model. 

· Social Model  The primary focus in a social model is on providing non-medical interventions. These would include such elements as basic care and supervision, the reversal of the social isolation so often observed in individuals who have physical or cognitive impairment, the provision of an array of stimulating activities, and nutritious meals and snacks. Further, many social model centers offer additional services such as referral to community resources, support groups for caregivers, family education, periodic health screenings, bath services, transportation, extended hours on one or two evenings, and weekend respite. 

· Medical Model  Programs that comply with the criteria of the medical model will often provide all or many of the services offered by social model programs. Additionally they will provide an LPN on duty at all times who is supervised by a Registered Nurse trained in geriatric and dementia care and will have available the services of a physician. Medical model ADC centers may also offer physical, occupational, and speech therapies.

A second way of describing Adult Day Care has to do with the types of clients that make up the target population.  Seen in this way, a program may follow either a specialized or integrated model.

· Specialized Model  Specialized programs serve clients who are similar in a specific way.  For example, a program may focus on clients who suffer from dementia, or they may specialize in clients with Alzheimer’s disease, etc.  
· Integrated Model  In an integrated model, a broader population of clients is served.  Such a program might include clients of a wide age range, who experience a variety of medical diagnoses and/or functional impairments.
A third way of describing an Adult Day Care model refers to the schedule of services provided.  A full-time model may provide services for one or more full workdays each week.  A part-time (Mom’s or Grandma’s Day Out) model may be designed to provide several hours of care in order to give the primary caregiver a time of respite.

CHARACTERISTICS OF EFFECTIVE PROGRAMMING

The ADC program should include activities that:

· Promote self-esteem and recognition from others;

· Be meaningful and individualized;

· Be adapted to and focused on the clients’ present abilities rather than their limitations;

· Be enjoyable;

· Guarantee much variety to keep skills maximized, i.e., not do the same thing over and over;

· Permit choice while realizing that sometimes encouragement will be needed as opposed to taking “no” for an answer;

· Be flexible and relaxed;

· As far as possible be failure free;

· Include easily repeated activities; 

· Provide cognitive stimulation;

· Promote socialization; and

· Offer things that allow clients to share knowledge both verbally and demonstratively. 

An activity calendar is required by the state, and is a helpful tool for communicating with clients families.  There are many texts on this subject (see Appendix).  

HELPFUL TIPS FOR ADC PROGRAMMING

There are some things that always make activities work better.  For example, it helps to:

· work in small groups;

· break activities down into simple steps;

· communicate clearly with clients who may be having problems with language; and

· take breaks between activities.

DEVELOPING A WELL-ROUNDED ADC PROGRAM

There are a number of things that can be done that, although not all required for a successful program, may generally be beneficial to older adults:

· Physical therapy and activity – Exercise and activity are essential for helping clients to maintain physical abilities.

· Occupational therapy and self-care activity – Clients benefit from activities that help them to maintain personal hygiene and appearance.  Being able to care for oneself is an important part of self-esteem.

· Language therapy – The older adult population is at risk for the loss of language skills.  Activities that promote the use of language enable the client to more actively engage with his/her environment.

· Art therapy – Activities that engage the client artistically can reduce tension, anxiety and stress.  They foster creativity and provide a means for boosting self-esteem.

· Music therapy – Music has been shown to promote wellness by reducing stress and pain.  It enhances memory and improves communication, enabling the client to express feelings.

· Service projects – Regardless of age and in spite of many physical and mental limitations, clients can give back to the community through various service projects.  Such activities are effective means of building self-esteem.
· Interaction with children – Many older adults can become isolated from children and may miss their presence.  It is important to remember that the presence of children can become overstimulating, so short, structured visits may work best.

· Interaction with pets – Caregivers widely recognize the benefits of “Pet Therapy,” often sponsored by the Humane Society.  In Jefferson County, the program is called “Hand in Paw.”  When introducing pets to an ADC program, care must be taken to be aware of allergies and potential animal fears of clients and staff.

EVALUATING YOUR PROGRAM

There should be an effective and relatively simple way of measuring the overall success of programming and the quality of care that clients receive.  A Caregiver Evaluation Survey and a Volunteer Evaluation Survey are included as Appendices.  These surveys provide a means for getting feedback as well as suggestions for improvement of services. 
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STAFFING

Staffing is the heart and soul of the program. It is critical to hire the best people possible. First, look at the state regulations and then at your model. These two things will usually dictate what kind of staffing you should have. Look for credentials, of course, but also look for people who have had hands-on experience working with older adults. The director needs to have experience and skill in supervision and marketing and in working with a board of directors. Program assistants may not have any mandated requirements, but many states require that they have home health aide certification or clinical nurse certification.  Check the state regulations. 

Programs that include clients who suffer from dementia or Alzheimer’s require different staff-to client ratios from integrated programs. Texts on Alzheimer's care recommend a staffing ratio of one to three/five. One to three is very desirable and one to five is acceptable. Of course, the cost factor will influence staffing ratio. 

CHARACTERISTICS OF EFFECTIVE STAFF PERSONS

The following are some of the characteristics to look for in hiring program staff:

· Flexibility is the most important characteristic of effective program assistants. You can train people, but you can't change their personalities. An inflexible demeanor makes it very difficult to deal with those who suffer with Alzheimer's disease. 

· Creativity

· Compassion

· Willingness to be a team player

· Commitment to excellence

· Versatility

· High energy level

· Tolerance for the difficult behaviors and frustrations that come with caring for older adults, particularly those suffering from Alzheimer’s.

STAFF TRAINING

Staff should receive a general orientation to the center and its policies. Then, staff should be trained in normal aging issues, ambulation and transfers, hygiene, health problems (i.e., many dementia patients have diabetes, arthritis, congestive heart failure). The director of the center or a qualified dementia trainer should instruct the staff in the specifics of dealing with dementia-what it is, its causes and stages, working with difficult behaviors, doing activities with this population, caregivers' issues, and elder abuse. An important consideration when selecting personnel is their ability to be cross-trained for more than one task. 

Above all, check the regulations mandated by the state. 

A number of considerations should be made in training program assistants.  For example, they should:

· Relate to the client as a person and not an illness;

· Be aware that clients are environmentally sensitive;

· Recognize that clients may have self-esteem issues;

· Know that the role of the program assistant is there to help the client do the activities, not do the activities for the individual;

· Focus on the process and not the product of an activity;

· Seek opportunities to sincerely affirm efforts made by clients;

· Recognize that individuals with dementia have no less need for wholeness than anyone else; and

· Remember that structure does not mean rigidity.

Consider partnering with local colleges and universities to provide specific training.

STAFF HEALTH SCREENING

It is recommended that all potential staff hires have a drug test, TB (tuberculosis) test, proof of MMR (Measles, Mumps and Rubella) and Hepatitis B vaccine.

CLIENT SAFETY AND STAFF BACKGROUND CHECKS

ADC clients are vulnerable adults.  Therefore, it is the responsibility of the Center to assure that staff and volunteers have been adequately screened.  A criminal background and sexual offense check would be the recommended minimum.  The United Methodist Church has instituted a set of guidelines called “Safe Sanctuary” policies that can serve as a helpful resource for defining Center procedures.  You can learn more about Safe Sanctuary policies at the General Board of Discipleship website:  www.gbod.org/ministries/family.  Practices which protect both the client and staff persons should be covered in the Personnel Handbook.  

STAFF CONTRACTS

Staff should operate under a written contract with the center, in order to protect both parties from any misunderstanding.  The contract should specify job responsibilities (preferably with an attached job description), services provided, conditions of employment, disciplinary procedures, compensation, and procedures for termination of the agreement.  The contract serves as a binding document in the event any legal action arises.

COST OF STAFFING

As with any kind of Day Care service, you tend to get what you pay for.  In other words, the more you are able to pay your staff, the more qualified workers you can get.  Adequate pay also increases staff retention, enabling the program to save the costs associated with screening, hiring and training new personnel.  

At the same time, when the program is non-profit, keeping client fees as affordable as possible is an issue.  The bottom line is that each Center must adopt a pay scale that is cost-effective in delivering care that is both high quality and affordable.
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FACILITY AND ENVIRONMENT

SITE SELECTION

In a perfect world, a site should be selected that ideally matches the needs of the model of care chosen by the board or advisory committee. In the real world, available space, cost and licensing considerations are likely to determine the model of care and number of clients a center can accommodate.   At any rate, site selection and facility design should meet the needs of the client population.

ENTRANCES AND EXITS

If possible, the center should be at ground level with entrances and exits that do not require steps.  Barring that possibility, a handicapped accessible entrance is a necessity with a ramp to allow wheelchair usage.  It is helpful to have a covered entryway to provide protection from the weather for slow-moving or physically impaired clients.

SPACE REQUIREMENTS

It is recommended to provide a minimum of 35 square feet of activity space per client.  This excludes offices, halls, bathrooms, kitchen or storage space.

RESTROOMS

At least two restrooms must be provided, with additional toilets required at the rate of 1 for each 15 clients.  Restrooms should meet ADA standards for handicapped accessibility.  If possible, it is best if restrooms are not located near exits to the building.  The temperature of the hot water should be set no higher than 120 degrees – hot enough to kill bacteria, but not hot enough to scald.

PROGRAM AREA

The key to designing a good program area is flexibility.  Furnishings can be rearranged to accommodate a variety of activities.  Dividers can be a helpful way of arranging space for specific activities.

FURNISHINGS:  TABLES AND CHAIRS

Tables should be easy to move.  Folding tables are easy to store and arrange.  Although some have recommended the use of round tables to facilitate interaction, care must be taken that tables be easy to reach across, or items become inaccessible to clients, particularly if they have a restricted range of motion.

Chairs should be readily identifiable and should have armrests.  A low center of gravity is desirable so that the chair is not easy to tip over.   Care must be taken to ensure that chairs (as well as tables) do not have sharp edges.  Some cushioning is good, but if a chair is too soft or “deep,” a client may have difficulty standing up from a sitting position.  All furnishings need to be easy to clean and sanitize.

BASIC EQUIPMENT NEEDED FOR START-UP

This list can be as simple or elaborate as your budget dictates.  A few basic include:


Comfortable chairs:  recliners, padded chairs with arms


Tables and chairs for activities


Table and chairs for eating (snacks and lunch)


Snack and meal preparation supplies:  cups, silverware, plates, napkins, etc.


Snack foods:  crackers, peanut butter, cookies, juice, etc.


Refrigerator


Programming supplies:  games, craft supplies, etc.


Therapeutic activity supplies:  exercise balls, cognitive games, etc.


Health screening supplies:  blood pressure cuff, blood sugar machine, scale, etc.


Office Equipment:  Computer, Accounting software, telephone, adding machine, receipt book, etc.

STORAGE

Adequate storage is a must.  For example, families will need to leave an extra set of clothing for each client in case of an “accident.”  Personal supplies such as “Depends” (adult diapers) may also require storage space.

Remember that individuals who suffer from dementia are often hoarders.  Cabinets and drawers may require child-proofing if they are not meant to be readily accessible to clients.

The “out of sight, out of mind” philosophy works best with regard to storage.  Hats and coats need to be stored out of sight, as they may (if seen) prompt clients to believe it is time to go home.

LIGHTING

Proper lighting is important.  Overhead lighting is preferable to lamps, which can be knocked over.  

WALLS AND FLOORING

Color.  Although there is disagreement about the amount and use of color in a room, it is generally agreed that a lighter colored wall and a darker floor with a clear delineation is helpful for clients who have difficulty effectively perceiving their environment. 

Flooring.  A floor surface that is easy to clean is desirable.  If possible, floor space should be smooth, on a single level, and with a non-glare surface.  Steps or “split-level” rooms can create falling hazards.  Avoid the use of area rugs that, although looking “homey” may represent a risk of tripping.

SAFETY AND SECURITY

A secure environment is essential for making sure clients are safe throughout the day.  Doors should be secure but provide a means of escape in case of emergency such as a fire.  One solution to this problem is the use of “delay egress” locks which open after a set period of time while discouraging clients from being able to leave upon impulse.  Other products such as “Wanderguard” are also effective.

A good rule of thumb when it comes to client safety is to think about how you might “child-proof” a room.  Pens, pencils, knives, scissors, and other things with points are used in the daily activities, but should never be left out. Plants must be chosen with care; some are poisonous and, like children, the clients may sometimes want to sample the berries or leaves.

If a facility has a kitchen area, it is important that the door to the kitchen remain locked at all times.

Hazardous materials should never be stored in such a way as to be accessible by clients.

Other safety and security requirements are described by guidelines provided by the Occupational Safety and Health Administration (OSHA) and the Health Insurance Portability and Accountability Act (HIPAA) of 1996.

OUTSIDE AREAS

Any outside areas must be well protected, safe and escape-proof.  Do not assume that a six-foot fence is adequate protection for a senior adult who is determined to wander.

SMOKING

In Jefferson County, all public buildings are required to be tobacco-free.  Smoking or use of smokeless tobacco products can only be used at a required distance from the building.  As difficult as it may be for clients, it is strongly recommended that tobacco products not be allowed at the center.
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OLDER ADULTS AND NUTRITION

State regulations will determine many of the requirments for client meals.  Some centers have their meals prepared onsite, whereas others will have meals catered by cafeterias or food service agencies and delivered to the center.  Sometimes meal preparation can be shared with other programs (children’s day care, etc.).  

In general, each meal should satisfy 1/3 of the daily adult nutrition requirements.  Foods should be low-salt,  low-sugar and visually appealing.  Snacks should be nutritious and not just “junk-food.”  Selecting foods that are easy to chew is helpful.  Remember that it takes less manual dexterity to scoop foods with a spoon than to use a fork.  Finger foods are of course the easiest for seniors to handle.  Always avoid foods that might cause choking.  Attention should always be given to serving food at the appropriate temperature.

Seniors tend to have a high risk of dehydration; drinking plenty of liquids is very important (especially since dehydration can lead to agitation).  A good rule of thumb is six to eight cups of fluid each day.  Remember that caffeine contributes to dehydration.

Remember that special dietary needs can add to the overall cost of service provided.

Seniors will sometimes be hypersensitive to stimulation, especially at mealtime.  Care may need to be taken to provide a quiet, calm environment for eating.
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PAYING FOR ADULT DAY CARE
While there are many advantages to using adult day care, one of the most important is the dramatic saving in the out-of-pocket cost of providing care. Compared to costs of other options such as Nursing Home, Assisted Living, privite sitters, etc, Adult Day Care is a bargain!  Since almost all long-term care, including ADC is paid for out-of-pocket, unless the client is Medicaid eligible or is covered by a private long-term care insurance policy, cost is a very important issue for most families. Of all available care options, adult day care is by far the most cost effective. 

Affordable Adult Day Care in Alabama

In centers located in Jefferson County, Alabama, basic fee structures vary widely.  For families who may hesitate to seek ADC services due to a perceived difficulty in managing the fee payment, some financial assistance is available. 

The Jefferson County Office of Senior Citizens Services (OSCS) administers a caregiver grant called "Alabama Cares of Jefferson County" that provides individual grant awards to caregivers that can be used for the purchase of an array of services including ADC services. For information about the Alabama Cares Grant, phone OSCS at (205) 325-1416 and ask for Intake. 

For those who are caring for someone who has Alzheimer’s Disease or other forms of dementia, Alzheimer’s of Central Alabama (ACA) offers adult day care scholarships. For scholarship information, phone ACA at (205) 871-7970. The scholarship application form may be downloaded by going to www.alzca.org. 

For Medicaid SSI recipients, adult day care services are one of the options available under the Medicaid Waiver program. For information call (205) 325-1416 and ask for the Medicaid Waiver Supervisor.

Funding for Nonprofit ADC comes from four primary sources:  

1.  Fees for service provided

The fee charged will vary depending on a variety of factors:

Type of Model

Socio-economic level and care level of clients to be served


Staffing needs and costs


Facility costs

The leadership of each Center must determine the overhead costs and number of clients to be serviced to determine the fee.  (see appendix)

2.  Contributions (gifts, bequests or endowments) 

Individuals:  Memorial gifts and endowments can provide a valuable source of funding. Gifts may also be made a part of estate planning by including the Center in a person’s will.  People are willing to give, and give generously, if they know that the organization is a nonprofit corporation whose main purpose is to minister to those in need.

Area churches can be encouraged to include your ADC in their program of giving, particularly in memory of a person who has benefited from the care provided by ADC.

3.  Fundraisers

Each ADC needs to find fundraisers and events that fit their needs and the ability of staff and board to implement.  In addition to bringing in necessary funds, these evnets also bring awareness to the service.

Operation costs can be reduced by having “item showers” in which people can contribute things like paper goods, craft supplies, etc.  Creativity can help to keep program costs down.

4.  Grants

A wide range of Foundations may have money available for start up expense, equipment and research. The Alabama Association of Nonprofits (www.nrca.info) can provide assistance in locating available funding and in the grant writing itself.  Another resource is The Foundation Directory, a book that publishes information about the various foundations and charitable trusts that are willing to help organizations secure funding.  The directory is published by the Foundation Center, 79 Fifth Avenue, New York, NY  10003-3076.  It provides information such as the name and address of each foundation’s contact person, the emphasis and interests of the foundation, the average dollar amount of grants made during the previous year, a list of grant recipients for the previous year, and application deadlines.

Most foundations will not grant operating expenses.  Don’t fall into the trap of expecting grants to be your major source of income.  
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MARKETING

CHOOSING A NAME

It is important to choose a name that describes the caring nature of the services provided and is related to the mission statement of the organization.  Avoid choosing a name that sounds “institutional.”

CLIENTS AND REFERRAL SOURCES 

Every center must decide what population it will serve. Some centers are unwilling to enroll or to keep clients when they become incontinent, chair-confined, or agitated. Each center has to write its own policy based on the degree of severity of the client. Three conditions are basic;

1. Clients cannot have uncontrolled substance abuse

2. Clients cannot have a communicable disease that requires isolation, 
3. Clients cannot have unmanageable agitation or combativeness. 

There are a number of agencies that can make referrals to your program. Some of the most easily accessible and willing to assist you and your program are: 

· caregiver support groups – particularly Alzheimer's 

· large corporations/businesses (many employees must take off to care for elderly parents) 

· physicians – particularly those who treat elders, Alzheimer's patients and caregivers

· geriatric psychiatrists 

· HMOs (Health Maintenance Organizations)

· professional associations – medical/social work, office nurse associations 

· hospital discharge planners/hospital social work departments 

· local Alzheimer's association 

· home health care agencies 

· assisted living facilities and nursing homes 

There is a tendency to underestimate the need for advertising and marketing, with their associated costs.  If there is no skilled person in the area of marketing on staff or on the Board of Directors, a marketing consultant or firm may be desirable to assist with developing a strategy for reaching potential clients.  Expect that marketing could cost up to one-third of your budget.

National Adult Day Care Center Week is the third week in September.  This week is a great time to get public recognition for your program.

Other important pieces to your marketing campaign are:
1.  BROCHURES


They need to be colorful, eye-appealing and in language that is easy to understand.

2.  WEBSITE

It is important to keep your website up to date and to constantly monitor changing tehcnology.

3.  NETWORKING – CONNECTING WITH OTHER AGENCIES

Word of mouth and personal contact is critical. Building relationships with other agencies and providers is most effective. You need people available to get the word out in a wide variety of settings.

Check to see if there is a local association of ADCs in your area.  If not, try to network with other day cares in your area.  Such an association is valuable for sharing ideas and resources.  In addition, there may be opportunities for referrals when one center reaches its maximum capacity or if certain centers specialize in meeting the needs of particular categories of individual clients.

Another good resource is to join state or national level adult day care organizations, such as the National Adult Day Services Association (NADSA.org).

Other networking opportunities may be found through associating with the local Chamber of Commerce, the Better Business Bureau, Civic Groups and Professional Organizations.  These organizations help to lend credibility to your center as one that belongs to the group of businesses pledging to offer the consumer the best services you can provide.  Check with local business associations to see what benefits membership in these organizations can offer.

4.  DIRECT MAIL

Mass mailings can be effective, but be aware of the newer methods to get requests and information to the public via live email “blasts.”

5.  RADIO/TELEVISION/NEWSPAPER COVERAGE


If you have the funding, you may investigate these areas.
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ORGANIZATION

NONPROFIT STATUS

The Alabama Association of Nonprofits (AAON) can provide direction in filing for nonprofit status. (www.nrca.info)

INCORPORATION

The Articles of Incorporation spell out in quite formal and legalistic language who you are and what you do as a corporation.  The official name of the corporation, the objects, purposes, and powers of the incorporation, and the terms of the members of the Board of Directors are just some of the things that are included in this document.  For business purposes, the Articles spell out the fact that you are a nonprofit corporation whose reason for existence is solely for charitable, educational, and scientific purposes.  The Articles must be drawn up by a lawyer and then must be filed at the office of the Judge of Probate in the county where your center is located.  This instrument should be filed prior to the opening of the center.  It is very helpful to refer to the specific language used in this document when drafting the bylaws for the corporation.

BYLAWS

Bylaws serve as the operating guide for the Board of Directors.  Make sure they are updated periodically.  Again, the AAON can be helpful in developing Bylaws.

BOARD OF DIRECTORS

How do you select persons to serve on a Board of Directors?  The first and most important qualification is to have a passion for assisting older adults.  In addition, it is helpful to recruit Board members who have gifts and skills in the following areas:

· public relations

· marketing

· legal expertise

· geriatrics

· education and social work

· finance and accounting

· fundraising

· administration

· human resources

The AAON can provide assistance in the development of an effective Board of Directors.
PARTNERSHIPS

It can sometimes be useful to form a partnership or collaboration in order to provide services as an ADC.  Some potential places would be with local churches, Universities, Community Centers, YMCA and YWCAs, Health Departments and other local organizations.
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LEGAL MATTERS

DURABLE POWER OF ATTORNEY

It is important to understand the person responsible for entering a senior adult into a Day Care program needs to secure Durable Power of Attorney for the care of that senior client.  Durable Power of Attorney protects both the Day Care Center and the responsible family member from a number of legal questions that might be raised by other family members or authorities.

LICENSING OF ADULT DAY CARE CENTERS

Currently Alabama has no licensure process for the ADC industry. However, many local centers are Medicaid Waiver providers and those centers are surveyed and certified annually by the state Medicaid Agency.  For more information go to:
http://www.medicaid.alabama.gov/documents/3D-1a-7-AdultDayHlthStds.pdf

The National Adult Day Services Association (NADSA) also publishes a set of standards and guidelines for Adult Day Services.  These standards and guidelines are available from:  


NADSA 

8201 Greensboro Drive, Suite 300

McLean, VA  22102

Toll free:  1-866-890-7357

Email:  info@NADSA.org 

There are other states with no licensing requirements, but many states closely regulate adult day care centers.  Among states that license centers, much variation exists.  Check with your state’s Commission on Aging to learn how to obtain regulatory standards and licensing requirements.  Such regulations should describe standards for care in the areas of:

· Nutrition

· Accessibility

· Specific square footage requirements per client

· Health standards

· Staffing ratios

· Staff qualifications and training

· Minimal programming mandates

· Record keeping

Once approved and licensed, your program will be surveyed annually for compliance with these standards of care.

Even if you decide not to enter into a contract for services with one of these agencies, their standards and guidelines make for good practices to follow.

BUSINESS LICENSES, TAXES AND OTHER FEES

Make sure to check to see whether a business license is required for the location of your center.  It is possible that you will be required to hold both a county and a city license.

An Employer Identification Number (EIN) will be required by the Social Security Administration so appropriate tax withholding will be available for employees.

INSURANCE

The center needs to carry general liability insurance and personal property insurance.  If the facility is free-standing you will also need to carry fire and property insurance.  

Liability insurance will also need to be carried for the directors, officers and caregivers.  Worker’s Compensation Insurance will need to be provided for staff in accordance with federal guidelines.
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RECORD KEEPING
The following list shows the kinds of information that should be kept on a routine basis.

Client Chart 

Application

Medical information

Assessment forms

Contracts/agreements

Durable Power of Attorney

Policies

Contact information

Care Plan/Progress notes

A schedule for the audit/review of client records and by whom the review will be performed should be determined.

Facility / Regulations

Attendances

Activity schedule

Menus

Emergency plan

Quality control measures

HIPPA policies

Adult Protective Act

Finances

Budget

Audit or external review

Grants – record of outcome measures

APPENDIX

Links


Alabama Association of Nonprofits

www.nrca.info

Alzheimer’s of Central Alabama
www.alzca.org

Alzheimer’s Association

www.alz.org/index.asp
National Adult Day Services Association (NADSA) 
Email:  info@NADSA.org 


S&S Worldwide – craft supplies
www.ssww.com


VSA Arts of Alabama

www.vsartsalabama.org

Resources


The 36 Hour Day by Nancy L. Mace and Peter V. Rabins


Creative Forecasting, P.O. Box 7789 Colorado Springs, CO 80933-7789

**Alzheimer’s of Central Alabama website has the best and most current list of resources, printed and audio-visual.   www.alzca.org/library.html

Sample Forms:

A.  Budget

Expenses:


Salaries (including benefits and tax paid by employer)



Administrator



Program Director



Activity Assistants



Cook


Food for clients


Supplies


Administrative expenses


Publicity


Miscellaneous expenses

Total Expenses

Income:


Fees from clients


Donations from individuals and groups


Fundraisers


Grants


Local Church

Total Income

B.  External review form

External Audit Procedure

A. Incoming Receipts

1. Income summary sheets 

a. See that this deposit amount was recorded in the checkbook

b. See that this deposit amount showed on the bank statement

B. Outgoing Disbursements

1. Expense Vouchers 

a. Has the voucher been approved? (initialed at bottom)

b. Does it have a receipt?

c. Is the voucher amount the same as the receipt amount?

d. Does the check match the amount and payee on the voucher?

2. Make sure checkbook is balanced monthly

3. Check the balance on the bank statement against the checkbook

C.  Incremental Costs

	Income - Charge
	
	per day
	5
	10
	15
	20
	25

	Participants / Day
	
	
	$30
	$39,000
	$78,000
	$117,000
	$156,000
	$195,000

	(based on 260
	
	
	$35
	$45,500
	$91,000
	$136,500
	$182,000
	$227,500

	  days per year)
	
	
	$40
	$52,000
	$104,000
	$156,000
	$208,000
	$260,000

	
	
	
	
	
	
	
	
	

	Expenses
	Hours
	#
	per hour
	Annual Costs
	
	
	

	Director
	40
	1
	$15.00
	$31,200
	$31,200
	$31,200
	$31,200
	$31,200

	Supervisors
	25
	2
	$10.00
	$26,000
	$26,000
	$26,000
	$26,000
	$26,000

	Cook
	20
	1
	$8.50
	$8,840
	$8,840
	$8,840
	$8,840
	$8,840

	Activity Aide
	20
	1
	$7.25
	$7,540
	$7,540
	$7,540
	$7,540
	$7,540

	Activity Aide
	20
	2
	$7.25
	$15,080
	$15,080
	$15,080
	$15,080
	$15,080

	Activity Aide
	20
	3
	$7.25
	$22,620
	$22,620
	$22,620
	$22,620
	$22,620

	Activity Aide
	20
	4
	$7.25
	$30,160
	$30,160
	$30,160
	$30,160
	$30,160

	Activity Aide
	20
	5
	$7.25
	$37,700
	$37,700
	$37,700
	$37,700
	$37,700

	Activity Aide
	20
	6
	$7.25
	$45,240
	$45,240
	$45,240
	$45,240
	$45,240

	Activity Aide
	20
	7
	$7.25
	$52,780
	$52,780
	$52,780
	$52,780
	$52,780

	Activity Aide
	20
	8
	$7.25
	$60,320
	$60,320
	$60,320
	$60,320
	$60,320

	
	
	
	
	
	
	
	
	

	Variable Expenses
	
	
	
	
	
	
	

	Meals - $3 day
	$3
	
	
	$3,900
	$7,800
	$11,700
	$15,600
	$19,500

	Supplies - $100 year
	$100
	
	
	$500
	$1,000
	$1,500
	$2,000
	$2,500

	
	
	
	
	
	
	
	
	

	Subtotal/Variable Expenses
	
	$4,400
	$8,800
	$13,200
	$17,600
	$22,000

	
	
	
	
	
	
	
	
	

	Constant Expenses
	
	
	
	
	
	
	

	Rent
	
	
	
	$10,000
	$10,000
	$10,000
	$10,000
	$10,000

	Phone/Internet
	
	
	
	$1,800
	$1,800
	$1,800
	$1,800
	$1,800

	Insurance
	
	
	
	$7,500
	$7,500
	$7,500
	$7,500
	$7,500

	
	
	
	
	
	
	
	
	

	Subtotal/ Constant Expenses
	
	$19,300
	$19,300
	$19,300
	$19,300
	$19,300

	
	
	
	
	
	
	
	
	

	Staff
	
	
	
	
	
	
	
	

	Director + Supervisors + Cook
	
	$66,040
	$66,040
	$66,040
	$66,040
	$66,040

	Director + Supervisors + Cook + 1 Aide
	$73,580
	$73,580
	$73,580
	$73,580
	$73,580

	Director + Supervisors + Cook + 2 Aide
	$81,120
	$81,120
	$81,120
	$81,120
	$81,120

	Director + Supervisors + Cook + 3 Aide
	$88,660
	$88,660
	$88,660
	$88,660
	$88,660

	Director + Supervisors + Cook + 4 Aide
	$96,200
	$96,200
	$96,200
	$96,200
	$96,200

	Director + Supervisors + Cook + 5 Aide
	$103,740
	$103,740
	$103,740
	$103,740
	$103,740

	Director + Supervisors + Cook + 6  Aide
	$111,280
	$111,280
	$111,280
	$111,280
	$111,280

	Director + Supervisors + Cook + 7  Aide
	$118,820
	$118,820
	$118,820
	$118,820
	$118,820

	Director + Supervisors + Cook + 8  Aide
	$126,360
	$126,360
	$126,360
	$126,360
	$126,360

	
	
	
	
	
	
	
	
	

	Total Expenses (including Staff)
	
	
	
	
	

	Director + Supervisors + Cook
	
	$89,740
	$94,140
	$98,540
	$102,940
	$107,340

	Director + Supervisors + Cook + 1 Aide
	$97,280
	$101,680
	$106,080
	$110,480
	$114,880

	Director + Supervisors + Cook + 2 Aide
	$104,820
	$109,220
	$113,620
	$118,020
	$122,420

	Director + Supervisors + Cook + 3 Aide
	$112,360
	$116,760
	$121,160
	$125,560
	$129,960

	Director + Supervisors + Cook + 4 Aide
	$119,900
	$124,300
	$128,700
	$133,100
	$137,500

	Director + Supervisors + Cook + 5 Aide
	$127,440
	$131,840
	$136,240
	$140,640
	$145,040

	Director + Supervisors + Cook + 6  Aide
	$134,980
	$139,380
	$143,780
	$148,180
	$152,580

	Director + Supervisors + Cook + 7  Aide
	$142,520
	$146,920
	$151,320
	$155,720
	$160,120

	Director + Supervisors + Cook + 8  Aide
	$150,060
	$154,460
	$158,860
	$163,260
	$167,660

	
	
	
	
	
	
	
	
	

	Cost per day per client
	
	# clients
	5
	10
	15
	20
	25

	Director + Supervisors + Cook
	
	$69.03
	$36.21
	$25.27
	$19.80
	$16.51

	Director + Supervisors + Cook + 1 Aide
	$74.83
	$39.11
	$27.20
	$21.25
	$17.67

	Director + Supervisors + Cook + 2 Aide
	$80.63
	$42.01
	$29.13
	$22.70
	$18.83

	Director + Supervisors + Cook + 3 Aide
	$86.43
	$44.91
	$31.07
	$24.15
	$19.99

	Director + Supervisors + Cook + 4 Aide
	$92.23
	$47.81
	$33.00
	$25.60
	$21.15

	Director + Supervisors + Cook + 5 Aide
	$98.03
	$50.71
	$34.93
	$27.05
	$22.31

	Director + Supervisors + Cook + 6  Aide
	$103.83
	$53.61
	$36.87
	$28.50
	$23.47

	Director + Supervisors + Cook + 7  Aide
	$109.63
	$56.51
	$38.80
	$29.95
	$24.63

	Director + Supervisors + Cook + 8  Aide
	$115.43
	$59.41
	$40.73
	$31.40
	$25.79


C.  Incremental Costs (continued)

	       Income - Charge
	
	
	per day
	30
	35
	40
	45
	50

	Participants / Day
	
	
	$30
	$234,000
	$273,000
	$312,000
	$351,000
	$390,000

	(based on 260
	
	
	$35
	$273,000
	$318,500
	$364,000
	$409,500
	$455,000

	  days per year)
	
	
	$40
	$312,000
	$364,000
	$416,000
	$468,000
	$520,000

	
	
	
	
	
	
	
	
	

	Expenses
	Hours
	#
	per hour
	Annual Costs
	
	
	
	

	Director
	40
	1
	$15.00
	$31,200
	$31,200
	$31,200
	$31,200
	$31,200

	Supervisors
	25
	2
	$10.00
	$26,000
	$26,000
	$26,000
	$26,000
	$26,000

	Cook
	20
	1
	$8.50
	$8,840
	$8,840
	$8,840
	$8,840
	$8,840

	Activity Aide
	20
	1
	$7.25
	$7,540
	$7,540
	$7,540
	$7,540
	$7,540

	Activity Aide
	20
	2
	$7.25
	$15,080
	$15,080
	$15,080
	$15,080
	$15,080

	Activity Aide
	20
	3
	$7.25
	$22,620
	$22,620
	$22,620
	$22,620
	$22,620

	Activity Aide
	20
	4
	$7.25
	$30,160
	$30,160
	$30,160
	$30,160
	$30,160

	Activity Aide
	20
	5
	$7.25
	$37,700
	$37,700
	$37,700
	$37,700
	$37,700

	Activity Aide
	20
	6
	$7.25
	$45,240
	$45,240
	$45,240
	$45,240
	$45,240

	Activity Aide
	20
	7
	$7.25
	$52,780
	$52,780
	$52,780
	$52,780
	$52,780

	Activity Aide
	20
	8
	$7.25
	$60,320
	$60,320
	$60,320
	$60,320
	$60,320

	
	
	
	
	
	
	
	
	

	Variable Expenses
	
	
	
	
	
	
	

	Meals - $3 day
	$3
	
	
	$23,400
	$27,300
	$31,200
	$35,100
	$39,000

	Supplies - $100 year
	$100
	
	
	$3,000
	$3,500
	$4,000
	$4,500
	$5,000

	
	
	
	
	
	
	
	
	

	Subtotal/Variable Expenses
	
	$26,400
	$30,800
	$35,200
	$39,600
	$44,000

	
	
	
	
	
	
	
	
	

	Constant Expenses
	
	
	
	
	
	
	

	Rent
	
	
	
	$10,000
	$10,000
	$10,000
	$10,000
	$10,000

	Phone/Internet
	
	
	
	$1,800
	$1,800
	$1,800
	$1,800
	$1,800

	Insurance
	
	
	
	$7,500
	$7,500
	$7,500
	$7,500
	$7,500

	
	
	
	
	
	
	
	
	

	Subtotal/ Constant Expenses
	
	$19,300
	$19,300
	$19,300
	$19,300
	$19,300

	
	
	
	
	
	
	
	
	

	Staff
	
	
	
	
	
	
	
	

	Director + Supervisors + Cook
	
	$66,040
	$66,040
	$66,040
	$66,040
	$66,040

	Director + Supervisors + Cook + 1 Aide
	$73,580
	$73,580
	$73,580
	$73,580
	$73,580

	Director + Supervisors + Cook + 2 Aide
	$81,120
	$81,120
	$81,120
	$81,120
	$81,120

	Director + Supervisors + Cook + 3 Aide
	$88,660
	$88,660
	$88,660
	$88,660
	$88,660

	Director + Supervisors + Cook + 4 Aide
	$96,200
	$96,200
	$96,200
	$96,200
	$96,200

	Director + Supervisors + Cook + 5 Aide
	$103,740
	$103,740
	$103,740
	$103,740
	$103,740

	Director + Supervisors + Cook + 6  Aide
	$111,280
	$111,280
	$111,280
	$111,280
	$111,280

	Director + Supervisors + Cook + 7  Aide
	$118,820
	$118,820
	$118,820
	$118,820
	$118,820

	Director + Supervisors + Cook + 8  Aide
	$126,360
	$126,360
	$126,360
	$126,360
	$126,360

	
	
	
	
	
	
	
	
	

	Total Expenses (including Staff)
	
	
	
	
	

	Director + Supervisors + Cook
	
	$111,740
	$116,140
	$120,540
	$124,940
	$129,340

	Director + Supervisors + Cook + 1 Aide
	$119,280
	$123,680
	$128,080
	$132,480
	$136,880

	Director + Supervisors + Cook + 2 Aide
	$126,820
	$131,220
	$135,620
	$140,020
	$144,420

	Director + Supervisors + Cook + 3 Aide
	$134,360
	$138,760
	$143,160
	$147,560
	$151,960

	Director + Supervisors + Cook + 4 Aide
	$141,900
	$146,300
	$150,700
	$155,100
	$159,500

	Director + Supervisors + Cook + 5 Aide
	$149,440
	$153,840
	$158,240
	$162,640
	$167,040

	Director + Supervisors + Cook + 6  Aide
	$156,980
	$161,380
	$165,780
	$170,180
	$174,580

	Director + Supervisors + Cook + 7  Aide
	$164,520
	$168,920
	$173,320
	$177,720
	$182,120

	Director + Supervisors + Cook + 8  Aide
	$172,060
	$176,460
	$180,860
	$185,260
	$189,660

	
	
	
	
	
	
	
	
	

	Cost per day per client
	
	# clients
	30
	35
	40
	45
	50

	Director + Supervisors + Cook
	
	$14.33
	$12.76
	$11.59
	$10.68
	$9.95

	Director + Supervisors + Cook + 1 Aide
	$15.29
	$13.59
	$12.32
	$11.32
	$10.53

	Director + Supervisors + Cook + 2 Aide
	$16.26
	$14.42
	$13.04
	$11.97
	$11.11

	Director + Supervisors + Cook + 3 Aide
	$17.23
	$15.25
	$13.77
	$12.61
	$11.69

	Director + Supervisors + Cook + 4 Aide
	$18.19
	$16.08
	$14.49
	$13.26
	$12.27

	Director + Supervisors + Cook + 5 Aide
	$19.16
	$16.91
	$15.22
	$13.90
	$12.85

	Director + Supervisors + Cook + 6  Aide
	$20.13
	$17.73
	$15.94
	$14.55
	$13.43

	Director + Supervisors + Cook + 7  Aide
	$21.09
	$18.56
	$16.67
	$15.19
	$14.01

	Director + Supervisors + Cook + 8  Aide
	$22.06
	$19.39
	$17.39
	$15.83
	$14.59


D.  Staff job descriptions

Job Description:  Activities Assistant

Wanted:  caring, committed person with background experience in (or a strong aptitude for) working with the elderly in a team relationship with the staff at the ______ Adult Day Care.

Duties & Responsibilities:

Supervise the clients and assist as needed.  The client’s safety, comfort and happiness is your primary duty.  Constant vigilance of the client’s movements and needs means you move when they move.

· Bathroom - assist to and from; make sure client is clean, clothes are neat and leave bathroom in order.  This may include changing the client’s adult diapers and clothes if they have an accident.

· Activities – lead daily activities such as exercise with clients, take the time to help them to complete crafts or projects, assist them in playing games, read to them, sing with them, etc.  Having meaningful activities help to improve the quality of life for the clients.  This is not just busy work.

· Hall Monitoring – answer the door, phone and watch clients when they are in the hall

· Feeding – assist client by protecting their clothes with covers, spoon feed (if needed), clean clients up after they eat and assist them back to their seats

· Noon meal – prepare the table, help serve clients, clear dishes, wipe tables and sweep floor.

· Prepare snacks

Attend monthly staff meetings on the first Friday of each month at 12 noon.

Other tasks as assigned:

To keep clients surroundings safe, clean and comfortable you may be asked to sweep, mop, clean tables, clean toilets behind clients, pick up paper, pull trash, make walk ways clear for clients to pass, move chairs and tables, clean out refrigerator, walk clients in or around the building, etc.  These changes will be subject to the needs of the clients and the Center.  When these changes or other tasks arise, your immediate Supervisor or the Center Director will consult you. 

Flexibility and willingness to do whatever needs to be done to enhance the program are two of the most desired qualities.  You will be expected to do specific other tasks not listed here if requested by supervisor.

Hours:  20 hours a week  (4 hours a day Monday through Friday) 
Salary:  $____  per hour
Supervisor:  Morning & Afternoon Supervisor and Center Director



Job Available:  _______

Apply to:  




#############################################################################

Name of person filling position:  _____________________
Effective Date:  ___________

I understand the job description listed above and am able to fulfill the duties.

Signature:  __________________    Print Name:  _________________    Date:  _________

Job Description:  Afternoon Supervisor

Wanted:  caring committed person with background experience in (or a strong aptitude for) working with the elderly in a team relationship with the staff at the _____ Adult Day Care Center.

Duties and Responsibilities:

Close the Center every evening.  See to the alarm and building lock up.

Supervisory:  

Supervise the staff on your shift.


See there is a Hall Monitor on duty at all times.


See to snack preparation.

Supervision leadership is best done by example.  You will need to perform all activities and tasks you ask your staff to perform.


When the Cook is on vacation, share in the cooking responsibilities with the Morning Supervisor.

Client Care / Program:

Prepare weekly activity schedule.

Supervise and/or lead daily activities for clients (i.e. exercise, crafts, bingo, games, etc.).

Supervise clients – assist as needed (i.e. bathrooming, feeding, etc.).

Bookkeeping:  

Clients:  Keep record of daily attendance and meals.

Staff:  Keep record of off time and see to timecards.

Attend monthly staff meetings on the first Friday of each month at 12 noon.

Act in the place of the Director upon her absence.

Other tasks as assigned.

Misc.:  Flexibility and willingness to do whatever needs to be done are two of the most desired qualities.  Being able to work as a team member is vital.

These responsibilities are subject to change as Center needs arise and upon consultation with the Director of the ______ Adult Day Care Center who is your immediate supervisor.

Hours:  25 per week
Monday – Friday:  12 noon – 5 PM
Salary:  $______ per hour

Name and Title of Supervisor:
_______, Director

Job Available:  _____



Apply to:  ____________

#############################################################################

Name of person filling position:  _______________________
Effective Date:  _________

I understand the job description listed above and am able to fulfill the duties.

Signature:  ___________________     Print Name:  _________________     Date:  ______

Job Description:  Morning Supervisor

Wanted:  caring committed person with background experience in (or a strong aptitude for) working with the elderly in a team relationship with the staff at the Adult Day Care Center.

Duties and Responsibilities:

Open the Center every morning.  See to the alarm and building opening.

Supervisory:  

Supervise the staff on your shift.


See there is a Hall Monitor on duty at all times.


See to snack preparation.

Supervision leadership is best done by example.  You will need to perform all activities and tasks you ask your staff to perform.

Supervise the Cook:  

Work with cook on weekly menus.  Oversee the use of “leftovers.”

Oversee supplies, notifying Director 3 – 5 days before needing items when possible.

Oversee kitchen for cleanliness according to Health Department regulations.

Cover the cooking when the cook is absent.  When the Cook is on vacation, share in the cooking responsibilities with the Afternoon Supervisor

Client Care / Program:

Prepare weekly activity schedule.

Supervise and/or lead daily activities for clients (i.e. exercise, crafts, bingo, games, etc.).

Supervise clients – assist as needed (i.e. bathrooming, feeding, etc.).

Attend monthly staff meetings on the first Friday of each month at 12 noon.

Act in the place of the Director upon her absence.

Other tasks as assigned.

Misc.:  Flexibility and willingness to do whatever needs to be done are two of the most desired qualities.  Being able to work as a team member is vital.

These responsibilities are subject to change as Center needs arise and upon consultation with the Director of the Adult Day Care Center who is your immediate supervisor.

Hours:  25 per week
Monday – Friday:  7 AM - 12 noon
Salary:  $____ per hour

Name and Title of Supervisor:
_______, Director

Job Available:  ______



Apply to:  ______

#############################################################################
Name of person filling position:  ______________________
Effective Date:  ___________

I understand the job description listed above and am able to fulfill the duties.

Signature:  ___________________     Print Name:  _________________     Date:  _________

E.  Volunteer Job Description

Volunteer Job Description:  Client Assistant

Criteria for the job:  Wanted:  caring, committed person with background experience in (or a strong aptitude for) working with the elderly in a team relationship with the staff at the _____ Adult Day Care.

Duties & Responsibilities:

Supervise the clients and assist as needed.  The client’s safety, comfort and happiness is your primary duty.  Constant vigilance of the client’s movements and needs means you move when they move.

· Activities – participate in daily activities such as exercise with clients, take the time to help them to complete crafts or projects, assist them in playing games, read to them, sing with them, etc.  Having meaningful activities help to improve the quality of life for the clients.  This is not just busy work.

· Feeding – assist client in eating if needed

· Spending quality time with individual clients.  Everyone enjoys a little special attention.  
· Other tasks as assigned:

Flexibility and willingness to do whatever needs to be done to enhance the program are two of the most desired qualities.  

Supervisor:  Director of _____ Adult Day Care:  _______

##################################################################

Name of person filling position:  ___________________   Effective Date:  _______

I understand the job description listed above and am able to fulfill the duties.

Signature:  ________________________________     Date:  _________________

Print Name:  ______________________________   

F.  Caregiver Evaluation

Adult Day Care

Caregivers’ Evaluation







Date:  




Caregiver satisfaction is one of the top priorities at McCoy Adult Day Care. As part of the annual evaluation and review process of our program, please respond to the questions listed below. Your input will be an invaluable asset to us as we continue to strive to make this Center a model of excellence in adult day care programs. 

Please use the following system to rate your overall satisfaction with the programming and care provided. Circle the appropriate rating for each question.

1. How would you rate the programs we provide, such as socialization, exercise and activity programs, as properly suited for your family member?

Excellent

Good

Fair

Poor

Please provide any recommendations you may have for improvement:

____________________________________________________________
2. How would you rate the appearance of our staff?

Excellent

Good

Fair

Poor

Please provide any suggestions:

____________________________________________________________

3.  How would you rate the diet provided for your family member?

Excellent

Good

Fair

Poor

What recommendations do you have?

____________________________________________________________

4.  How would you rate the furnishings (chairs, tables) at the Center?

Excellent

Good

Fair

Poor

            Please provide any suggestions for change or improvement.

____________________________________________________________

5. How would you rate the cleanliness of the Center?

Excellent

Good

Fair

Poor

 Please provide any suggestions you may have for improvement:

____________________________________________________________  

6. How would you rate the adequacy of the training and knowledge of the staff to provide the appropriate care of your family member?

Excellent

Good

Fair

Poor

  What additional training would you recommend?

  ___________________________________________________________

7.  How would you rate the McCoy Center in keeping you up to date of your family member’s activities and behavior?

Excellent

Good

Fair

Poor

Please suggest improvements:

____________________________________________________________

8.  How would you rate the communication with our staff concerning your family member?

Excellent

Good

Fair

Poor

  Please suggest any improvements needed in communication:

____________________________________________________________

9.  How would you rate the ease with which you are able to communicate with our staff concerning problems you may be having at home?

Excellent

Good

Fair

Poor       

  Please suggest ways in which our staff can help:

____________________________________________________________

10.    Do you feel that you have been properly informed about the rules and

   regulations of the McCoy Adult Day Care Center?

___ Yes          ___ No

              If no, please suggest improvements:

____________________________________________________

11.   Overall, how do you rate the services provided by the McCoy Adult Day 

  Care Center?

Excellent

Good

Fair

Poor

  If you have further comments or suggestions, please feel free to express

                them below, or use the back of this page if needed.         

____________________________________________________________

We wish to express our gratitude for you having taken the time to assist us in this effort to improve our services to you.  Please return this survey in the self-addressed, stamped envelope that we have included. Please return by  

.   

G.  Client Assessment tool
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Client’s Name Date of This Assessment

Staff Person Completing this Assessment

Staff Person Completing PREVIOUS Assessment Date Last Assessed'
Total Points from PREVIOUS Assessment' Previous Fee Assessed: $
DOB Height ft in Weight Ibs

Primary diagnoses/health problems

PART 1: FUNCTIONAL ASSESSMENT ASSESSMENT?

1. How well is the client able to eat?
0 1 2 3 4
Complete Independence Can do with Supervision Minimal Assistance = Moderate Assistance Total Assistance
2. How well can the client move around?
0 1 2 3 4
Can do with Uses Walker, Cane Requires some Assistance  Requires moderate Total Assistance and
Supervision Or Wheelchair And moves slowly Assistance and staff time Much staff time
3. How well can the client sit/stand from a chair, wheelchair or handicap-accessible toilet?
0 1 2 3 4
Complete Independence Can do with Supervision Minimal Assistance Moderate Assistance Total Assistance
4. How well does the client control his/her bladder?
0 1 2 3 4
Always Rare Accidents Occasional Accidents Frequent Accidents Incontinent
5. How well does the client control his/her bowels?
0 1 2 3 4
Always Rare Accidents Occasional Accidents Frequent Accidents Incontinent
6. How well can the client clean themselves and pull up their own pants after using the bathroom?
0 1 2 3 4
Can do with Requires some Assistance Requires moderate Requires Excessive Requires Total
Supervision And moves slowly Assistance and staff time Assistance and staff time Assistance
Complete Independence Can do with Supervision Minimal Assistance Moderate Assistance Total Assistance
7. How well does the client understand communication from others?
0 1 2 3 4
Always Understands Sometimes Understands Cannot Understand
8. How well does the client express him/herself?
0 1 2 3 4
Always Clear Occasionally Unclear Sometimes Unclear Moderately Unclear Cannot Express
Or Confused Or Confused Or Confused Themselves
Total for Assessment Part 1 = points.
"If applicable

? Please circle the appropriate rating for each question.
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PART 2: VISION/HEARING ASSESSMENT

1. How good is the client’s vision?
0 1 2 3 4
Good with/without correction About 50% 100% deficit
2. How good is the client’s hearing?
0 1 2 3 4
Good with/without hearing aid About 50% 100% deficit
Total for Assessment Part 2 = points.

PART 3: BEHAVIORAL ASSESSMENT

1. The client is disruptive despite staff interventions or excess demand for attention:
0 1 2 3 4
Never At least once a Month At least once a Week At least once a Day Multiple Times a Day
2. The client shows inappropriate behaviors despite staff interventions:
0 1 2 3 4
Never At least once a Month At least once a Week At least once a Day Multiple Times a Day
3. The client shows aggressive, angry or threatening behaviors despite staff interventions:
0 1 2 3 4
Never At least once a Month At least once a Week At least once a Day Multiple Times a Day
4. The client wanders off despite staff interventions:
0 1 2 3 4
Never At least once a Month At least once a Week At least once a Day Multiple Times a Day
5. The client complies with directions given by staff:
0 1 2 3 4
Always Almost Always Complies for a moment Sometimes Frequently
Compliant Compliant then forgets Noncompliant Noncompliant
Total for Assessment Part 3 x3= points.
Total Points from All 3 sections:
Fee Scale
Part 1 1-10 $30
11-20 $35
Part 2 21-30 $40
31-40 $45
Part 3 41 and over  $50
Grand Total Fee Assessed: $ Date:
Comments:
Signatures:
Day Care Director Responsible Party Date
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H.  Bylaws

Alabama Association of Nonprofits has templates and workshops that will help to design your Bylaws.

 www.nrca.info

I.  Schedule

7:00

Gathering / Hot drink (coffee, etc.)

8:00

Devotion / Music Therapy

9:00

Bath rooming

9:30

Snack

10:00

Planned activity (i.e. art, dominos, ring toss, puzzle, bingo)

11:30

Bath rooming

12:00

Hot lunch

12:30

Rest time

1:00

Exercise

1:30

Planned activity (i.e. craft, dominos, ring toss, puzzle, bingo)

2:30

Snack

3:00

Bath rooming

3:30

Planned activity (i.e. craft, movies, ball toss, puzzle, bingo)

5:00 

Close

J.  A Few Suggested Activities

Art 

Bingo

Bowling

Calculation/number games 

Card games

Crafts 

Crossword puzzles

Current events

Dancing 

Dominos 

Experiences with children

Experiences with pets

Gardening 

Handmade Needlework 

Jigsaw puzzles 

Listening to music 

Playing “catch” 

Playing musical instrument 

Reading / being read to

Table games 
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