2023 PROGRAM SPECIFICATION












PROGRAM #:
122
STANDARD PROGRAM: Caregiver Support Specialist


TARGET POP:
Disabled Adults















Elderly

   YEAR: 2023

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 4 FTE contracted staff and payrolling services for the following positions:

Caregiver Support Specialist
Basic Function:
The Caregiver Support Specialists focuses on caregiver support, wellness education to the community of older adults.

Essential Job Functions:

1. Coordinates education and in-services for older adults.

a. Answer and log incoming calls for educational needs pertaining to seniors and caregivers.

b. Work with clergy; social workers, adult protective services, civic organization, corporations, churches, hospitals, nursing homes and senior living to assist and inform about educational programming and volunteer opportunities.

c. Conduct ongoing evidence based prevention classes Stepping On, Living Well with Chronic conditions, Powerful Tools for Caregivers, Keeping Your Mind Sharp, Caregivers Relationships and any others as deemed appropriate.

d. Attend seminars and continuing education courses that are related to aging issues and issues of care-giving.

e. Assist in identifying community gaps in services.

2. Provides initial and ongoing assessment to caregivers caring for individuals over the age of 60, caring for someone with a dementia related diagnosis, a grandchild and/or an older adult caring for an adult with severe disabilities. 

a. Provide information and assistance to caregivers both face to face and over the phone.
b. Provide eligibility assessment for the Alzheimer’s Family Caregiver Support Program (AFCSP).
c. Provide ongoing case management and support to all caregivers receiving AFCSP funding.
d. Provide ongoing case management and support to all care givers in need.
e. Provides support through monthly newsletters, face to face support group, telephone support

groups and social networking.

f. Provides education and support for care-giving teams.   

g. Maintain data as determined by Director of Senior Services.
3.    
Health & Safety – Assists in maintaining a safe and healthy environment.

a. Works safely, practicing preventative measures at all times.

b. Takes action to eliminate potential hazards as necessary.

c. Maintains a clean, orderly work area.

d. Reports any incidents or injuries to the licensed nurse or manager.

4.   
Policies & Procedures - Works within/adheres to policies and procedures.

a. Adheres to the attendance policy.

b. Adheres to department specific and general work rules, policies and procedures.

c. Monitors staff for health and safety responsibility.

d. Attends educational programs and participates in required meetings and training.

e. Accepts flexible scheduling as needed.

f. Assists in orientation and education of team members as assigned.

g. Accepts responsibility to provide direction or supervision, regardless of time or day.

Training and Experience:

1. High School graduate.
2. Three to five years’ experience working with older adults.
Qualifications:

1. Computer skills include word processing, database, spreadsheet and electronic mail software. 

2. Excellent interpersonal and communication skills.

3. Knowledge of community organizations 

4. Experience and comfortable in public speaking.
5. Ability to handle several key tasks simultaneously.

6. Excellent telephone etiquette.

7. Highly organized.

8. Knowledge of supportive services available in the community and desire to work with older adults.

Physical/Sensory Demands:  (Range of motion, weight requirement, repetitive use of hands/feet, speech, vision, hearing, other requirements)

1. Repetitive use of hands is required in the form of fine manipulations while using the computer, keyboards and filing.

2. Must be able to sit for a long period of time entering data.

3. Must be able to stand, bend, reach and lift up to 20 pounds.

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 2/1/24.  
