2021 PROGRAM SPECIFICATION

Goodwill Industries of Southeastern WI











PROGRAM #:
000
STANDARD PROGRAM: Aging and Disability Information and Assistance Specialist – General













TARGET POP:
Disabled Adults Elderly

   YEAR: 2021

UNITS
:  Actuals

CLIENTS:  N/A


ALLOCATION:
TBD
UNIT DEFINITION:





Actual Expenses
GEOGRAPHICAL AREA TO BE SERVED:

Racine County
DAYS/HRS OF SERVICE AVAILABILITY:

Monday – Friday 8:00am – 5:00pm
MINIMUM STANDARDS:

Provider must agree to comply with the following terms and conditions:


-
Standard contract language


-
Certification standards where applicable


-
Fiscal and program reporting criteria


-
Allowable Cost Policy


-
Audit criteria


-
Policies and procedures as defined in Racine County Human Services Department Contract Administration Manual


-
Maintain adequate liability coverage


-
Civil Rights/Affirmative Action Policies


-
Criminal background checks for staff


-
Drug screening, driver’s license checks and reference checks


-
Human Resources Condensed Policy Manual for Student Interns, Volunteers, Temporary Agency and Contracted Staff.


-
Payment of all wages, payroll taxes, worker’s compensation, social security, federal and state unemployment insurance and any and all other federal and state taxes relating to the staff


-
Fair Labor Standards Act


-
Withholding payroll taxes, paying unemployment insurance, worker’s compensation and social security contributions


-
Complete performance evaluations and discipline and maintain employment records


-
Recognize that authorization for services is approved by Racine County Human Services Department.


-
All informational materials (program descriptions, brochures, posters, etc.) must identify it as a RCHSD program through the use of a standardized RCHSD format provided by Racine County.


-
The program must be identified as a RCHSD program in all public presentations and media contacts/interviews.


-
All Provider external vacancies shall be advertised on JobCenterofWisconsin.com and Indeed.com

PROGRAM DESCRIPTION:

Vendor shall provide 1 FTE contracted staff and payrolling services for the following positions:

Aging and Disability Information and Assistance Specialist – General
Basic Function:
Provide a central source of reliable and objective information about a broad range of programs and services for older adults and people with physical or developmental/intellectual disabilities. Help people understand and evaluate the various options available to them.  Help people to find resources in the community and make informed decisions about long-term care, help people conserve their personal resources, maintain self-sufficiency and delay or prevent the need for potentially expensive long-term care. 

Essential Duties:
1. Provide information and assistance including listening to the consumer, assessing his or her needs, and helping the consumer to connect with service providers or gain information to meet the identified needs.

2. Provide information and assistance in-person in the person’s home or at the ADRC office as an appointment or walk-in, over the telephone, via e-mail, or through written correspondence.
3. Shall be knowledgable of community services such as, Medicaid, Medicare, Social Security, SSI, SSI-E, SSDI, FoodShare, public health services and Older Americans Act services.
4. Shall be knowledgeable about preventable causes of disability and institutionalization, shall be able to identify risk factors and refer individuals to appropriate prevention and early intervention services and programs.
5. Shall be knowledgeable of the Department of Health Services Dementia Care Guiding Principles and how these principles are integrated into ADRC services.

6. Shall be trained on and skilled in the use of the resource and client tracking databases, including how to search for services, retrieve information, and document customer contacts.

7. Shall provide follow-up as required by policy and document follow-up contacts and activities.

8. Provide counseling about the options available to meet long-term care needs and factors to consider in making long-term care decisions.

9. Provide information on rights, and complaint, grievance, and appeal processes

10. Provide information on services available to residents wishing to relocate from a Nursing home, assisted living facility or other care setting.

11. Assure that customers who request access to long-term care and indicate potential eligibility for publicly funded long-term care services are informed of, and assisted in accessing, these services. 

12. Must complete and maintain AIRS certification. 

Supervision Received:
Receives supervision from the ADRC Assistant Director

Qualifications:
· A Bachelor of Arts or Science degree (preferably in a health or human services related field) or a license to practice as a registered nurse in Wisconsin pursuant to s. 441.06 Stats.

· Equivalent of at least one year of full-time experience in a health or human service field, working with one or more of the client populations served by the Aging and Disability Resource Center (elderly or adults with physical or developmental/intellectual disabilities).  Qualifying work experience may be paid or unpaid and may include internships, field placements and volunteer work. 

· Valid Wisconsin driver’s license.

· Prompt and regular attendance.

Knowledge, Skills and Abilities:
· Knowledge of Community Resources

· Ability to deliver concise oral and written reports.
· Ability to work well with other agencies.
· Knowledge of Medicaid, Medicare, Social Security and Marketplace benefits.
EVALUATION OUTCOMES:

1. 100% of referred candidates will meet minimum qualifications per the job description provided by Racine County.

2. 90% of vacancies will be filled within 60 days of initial posting.

3. 90% of employees will maintain a position within Racine County for the calendar year, maximizing employee retention.  

An Evaluation Outcome Report must be submitted to Racine County HSD Contract Compliance Monitor by 2/1/22.  
