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| SSUANCE TO BE REPLACED

New | ssuance
BACKGRUOND

The Devel opnental Disabilities Act as amended by PL  94-103
enphasi zes very strongly the planning and advocacy roles of the
State Planning Council (Section 137) and initiates the Design for
Inpl ementation as a means through which the Council ncnitors and
evaluated the administration of the State P an by the designated
State agency (or agencies). Pl anning, as a primary reason for the
Council's existence is reinforced by its change in nane and by its
responsibility to supervise the devel opment of the State Plan by
provi ding gui dance as described in Regulstions, Section 1386.50.

VWHAT TO DO WTH ISSUANCE

The Attached guidelines sets forth the Departrent's views
concerning the functions and responsibilities of the State Pl anning
Council and its relationships with the State Adm nistering Agency
(or Agencies) under the 1975 anendments. Since the 1975 anmendnents
established the need for a new level of Council/Agency cooperation,
it is inportant that the functions and overall responsibilities of
the State Planning Council be clearly delineated in accordance wth
the intent of the legislation as well as the regulations. These
gui del i nes address the areas of continuity and the interplay of
roles between the Council's planning functions and the
adnministering agency's inplementation responsibilities. They al so
conpl enent the Guidelines and Instructions for preparing the State
M an.

SCCOPE OF COVERAGE

These guidelines are primarily applicable to State DD Pl anning
Councils and State Agencies, and useful to other persons,
organi zations and State governnent authorities interested or
involved in services for the devel opnental ly disabl ed.

DISTRIBUTION

DD staff Regional Ofices, State Planning Councils, State agenci es.
constituent organizations. OHDS Central Register.

D rector
Developmental Disabilities Ofice

"Ofice of Human Developtnent Departnent of Health, Education, and
Welfare



QU DELI NES

State Planning Council ~ Functions and Responsibilities

I. Purpose of Guidelines:

The Developmental Disabilities Act (42 U.S.C. 6001, et. sea.;
P.L. 91-517, as amended by P.L. 94-103)* provides for
comprehensive planning and implementation of a formula grant
program through the joint efforts of the State Planning Council
and the State Administering Agency(ies). These guidelines are
intended to clarify the Council functions and responsibilities

as described in legislation and regulations.

IL. Legislative Authority:

Section 133(a) states that any State desiring to take advantage
of the DD Basic Formula Grant Program must have a DD State Plan

submitted to and approved by the Secretary.

Section 133(b) specifies (among other things) that, in order to
bo approved by the Secretary, a State Plan for the provision of
services and facilities for persons with developmental
disabilities must:

1. describe the state Planning Council and its

responsibilities;

2. provide that the State Planning Council be adequately

*References to "the Act" in these guidelines are to P.L.

91-517, as amended by P.L. 94-103.



staffed to discharge its responsibilities and identify the
staff of the Council;

3. provide that the State Planning Council will from time to
time, but not less often than annually, review and
evaluate its approved State Plan and submit appropriate

modificatiops to the Secretary.

Each State which receives assistance under the basic formula

grant program shall establish a State Planning Council which

will serve as an advocate for persons with developmental
disabilities." The members of the Council shall be appointed by
the Governor in accordance with Section 137(a) of the Act. Each

State Planning Council shall at all times include in its
membership representatives of the principal State agencies (i.e.
at least those agencies which administer the programs cited in

Section 133(b)(2) of the DD legislation).

Section 137(b) states that the State Planning Council shall:
1. supervise the development of and approve the State Plan;
2. monitor and evaluate the implementation of such State

Plan;

‘Unlike the system created pursuant to Section 113 of the Adct,
Advocacy carried out by the Council is not essentially geared to
specific individuals, nor does the Council have to comply with

the requirements of Section 113.



3. to the maximum extent feasible, review and comment on all
State Plans in the State which relate to programs
affecting persons with developmental disabilities; and

4. submit to the Secretary, through the Governor (for review
and possible comments) such periodic reports on its

activities as the Secretary may reasonably request.

Section 145(b) states that the Secretary may not approve an
application for a "special project” under the discretionary
funds program unless the State in which the applicant's project
will be conducted has an approved State Plan. Further, the
Secretary shall provide to the Planning Council of the State an
opportunity to review the application for such "special project”

and to submit its comments to the Secretary.

I11. Regulatory,. Authority:
Section 1386.60 - .63 and Sections 1387.23 - .31-

IV. Relationships with Administering Agency*:

Although legislation and implementing regulations address
Council and Agency roles and responsibilities as separate and
distinct areas of concern, in practice they are not mutually
exclusive and cannot be successfully performed in isolation from
each other. Program success depends on an environment of close

working relationships between the Council and the Administering

*Or Agencies, as applicable.



Agency based on a clear appreciation of their respective roles
and responsibilities. The environment must be motivated by
active commitments on the part of public and private individuals
and agencies to meeting the needs of persons with developmental

disabilities.

The 1975 amendments (P.L. 94-103) of the Developmental
Disabilities Act modify the major Council/Agency roles and
responsibilities as compared to those under previous
legislation, and intend to provide a climate which encourages

working accommodations between them.

The following statement is taken from the Preamble to the
Regulations dated January 27, 1977 (42 Federal Register 5273):
"...it is the Department's belief that Congress intended the
State council to remove itself from dealing with individual
grant applications, and to be more concerned with advocacy and
with comprehensive planning, monitoring, and evaluation of the
State Plan rather than with the administrative activities. The
preamble to the NFRM sets forth the basis and purpose for the
regulations dealing with the preparation of the State plan, and
also with the award of individual grants. For emphasis and

clarity the pertinent part is repeated:

. ..(Based) upon legislative history, the Department believes
that Congress wished to highlight the crucial advocacy role and

strengthen the supervisory, planning, and monitoring functions



of the State planning councils to meet increased
responsibilities effectuated by the 1975 anmendnents, |eaving the
actual day-to-day admnistration of the prograns to the
designated State agencies. (See Appendi x, pg. 36583-)'" Section
137 of the DD |epislation addresses the specific nature and
responsibilities of the Council, identifies its najor role as
the core planning body and advocate for persons w th devel op-
nmental disabilities and mandates anong its responsibilities that
it "supervise" (exercise control over) the devel opnent of the
State Plan, and nonitor and evaluate its inplenmentation. Wth
regard to the devel opnent and preparation of the State Plan, it
is clearly Congressional intent that the State Council supervise
the devel opnent of and approve the State Plan, but that the
State agency prepare the plan. (See pg. 33, Report No. 94-473,
Conference Report to acconpany HR 4005).

Section 1386.60 of the Regul ations defines the role of the
Gouncil in regard to the devel opnent, nonitoring, and eval uation
of the inplenentation of the State Plan. The State agency which
devel ops the State Plan will have a role in the way the State
Pan will ultimately evolve in line with the Council's planning
determnations and the Council wll have a role in the way the
State Plan is inplemented by the Agency through its
responsibility to nonitor and evaluate the inplenentation by the
Agency. Thus, the Council provides guidance (supervision) by

acquiring and interpretating the data and information needed to



make a total needs assessnent and to identify gaps and
resources. These arrangenents establish the process upon which
the Council establishes goals, neasurable objectives, and
priorities for the allocation of Devel opnental Disabilities
Federal funds. |In the latter process, the Agency and the
Council mght find reason to negotiate around the goals and
priorities with respect to the allocation of funds since it is
the State Agency which ultimately nust establish the agreenents
and the inplenenting mechanics anong prograns toward neeting the
Gouncil's goals and objectives. Constraints to the realization
‘of the Council's goals and priorities beconme sone of the issues
to be dealt with within the Council's advocacy role. If
priorities cannot be realized because of |egal, admnistrative,
fiscal, procedural or other constraints within the State, their

resol ution beconmes the Council's own goal s.

Neither the legislation nor the regul ations specify clearly all
the details involved in the expected rel ationships between the
Council and the Adm nistering Agency, but the tasks are clear
and the Council/Agency responsibilities nmust remain as specified
by legislation. It is up to the State to resolve the probl ens
of Counci 1/ Agency working relationships without conflicting wth

what is stated in legislation, regulations or guidelines.

V. Functions of the State Council:

A- Supervise the Devel opnent of the State Pl an

The State Council supervises the devel opnent of the State



Plan (in line with "Guidelines and Instructions for
Developing and Preparing the Comprehensive State Plan for the
Developmental Disabilities Program") prepared by the
designated State agency by providing guidance through the
establishment of measurable goals and objectives (goals and
objectives which specify criteria to measure progress),
identification of gaps, and the setting of priorities for the
allocation of funds. In order to establish credible goals,
the State Council shall be responsible for needs assessment,
analysis of programs currently and potentially capable of
providing services to the developmentally disabled, and

establishment of priorities to deal with identified gaps.

The State Council shall also establish methods for monitoring
and evaluating the implementation of the State Plan to ensure
that established goals and objectives are being achieved.
Methods to accomplish these activities include, but are not
limited to, written reports, site visits and direct communi-
cation with State, local and private agencies. Periodic
reoorts should be required by the State Council from the
State Administering agency indicating program performance or

lack thereof and the reasons for delay.

Monitoring involves continual review and updating of data and
information required for planning purposes in order to
improve the delivery of services in accord with the goals and

objectives of the State Plan.



Evaluation is the assessment of the extent to which the goals
and objectives of the State Plan have been achieved.
Evaluation information leads to the selection of new goals
and objectives and the beginning of a new planning cycle.
This means that objectives must be stated in measurable

terms, so that a meaningful evaluation may be made.

B. Review AIll Plans of the State

As the core planning body and advocate for the development-
ally disabled population in the State, the State Planning
Council is commissioned to look into the total needs of all
developmentally disabled persons in the State. Its functions
include monitoring the State service systems with respect to
services for the developmentally disabled, identifying unmet
needs, establishing goals and objectives to serve all
developmentally disabled persons in the State through those
service systems, and reviewing to the maximum extent feasible
all relevant State Plans, and analyzing other public and
private programs which impact or have potential to impact on
developmentally disabled persons. The State Plans to be
reviewed and analyzed include at least the following
Federally assisted programs: Education for the handicapped,
vocational rehabilitation, public assistance, medical
assistance, social services, maternal and child health,,
crippled children's services and comprehensive health and

mental health plans. Its interests transcend administrative



and organi zational lines and involve all areas affecting
devel opnental disabilities services. This function may be
net by a variety of strategies including having the Governor
designate the State Council as his official agency to review
and conment on all State Plans affecting devel opnentally

di sabl ed persons for conpliance with OB Grcul ar A-95.

C Panning; Process

The Council mnust establish a planning process that relates to
all pertinent agencies wthout conflicting with those
agencies' authorities. The task of inplenenting the State
Pan lies with the designated State agency. The Council
establishes clear-cut, neasurable objectives to assure that
the State Plan will be inplenented in line with the intent of
the Council's goals. The State agencies wll select from
alternative strategies to achieve those objectives nost
pertinent and feasible to their specific prograns, and in a
manner that fulfills the intent of the State Plan. The State
P anning Council may specify resources that are available to
the State for the purpose of achieving goals, and nay
identify the appropriate State agencies which wll

participate in carrying out the design for inplenentation.

In addition to the determnation of needs and resources,
pl anning activities are concerned with the anal ysis, coordi-
nation and realignment of existing generic and Specialized

services so that all needed services will becone available to



developmentally disabled persons, especially in their
communities. Services in generic agencies may need to be
adapted when applied to developmentally disabled persons so
that programs to fill gaps in services will be put in place
and an adequate variety of alternative programs will become
available to meet specific needs. This requires a study of
all resources in the State - public and private - to ferret
out what each might be capable of contributing toward the
objectives and to consider the circumstances required in
order to bring them about. This is a major function of the
Council and is brought about by an effective planning process
and by the effective participation of all Council members,

especially State agency representatives.

The following statement appeared in the Preamble of the

Regulations dated January 27, 1977 (42 Federal Resister

5275) :
"The Department further believes that this (the fact that
the Act is designed to assure that councils have the
capacity for getting cross-agency cooperation) requires
that the State planning council and State agency(ies)
complement each other's functions throush effective
working relationships. These regulations restate the
statutory requirements to make it clear that planning
council members and staff are required to review their own

and other State plans, and that such analysis, as a com-



ponent of a systematic planning process, contributes

information on needs, actual and potential resources, and
leads to the development of short-term objectives to meet
long-term goals. It also contributes to the development
of council insight into the best methods to effect cross-
agency coordination to develop a reliable system of

services for the developmentally disabled persons in the

State". (See Appendix, pg. 36584).

VI. Council Staffing:

There must be a sufficient number of appropriately qualified
staff available to the Council in order to carry out its
responsibilities. Section 133(b)(8) states that the State Plan
must provide that the State Planning Council be adequately
staffed — and Section 133(b)(7) states that the State Plan must
include provisions, meeting such requirements as the U.S. Civil
Service Commission may prescribe, relating to the establishment
and maintenance of personnel standards in a merit basis. Staff
is not to have joint responsibilities to the Council and agency.
The Conference Report No. 94-473 (Page 36) to Accompany H. R.
4005, states:
"Conferees deleted provisions relating to minimum and maximum
percentage of the State allotment required to be expended on
staff to the State Councils because this provision would have
been difficult to implement across all States because they

vary greatly population and State allotments. The

11



conferees intend, however, that adequate funds from the State
allotments shall be expended to provide qualified staff
solely for purposes of assisting the State councils in
carrying out their responsibilities and that such staff shall
not have joint responsibilities to the State Council and to
any State agencies, but shall be responsible only to the
State council."” Instructions to and supervising of State
Council Staff must take place directly between the Council

and its staff in carrying out State Council activities.

In order to carry out Council activities, the staff listed below
should be provided. As a minimum, however, the staff should
consist of one Executive to the Council and one

Secretary - Technical Assistant.

1. Executive to the Council: Shall be a full-time position
and responsible for administering total Council functions
and directing staff to the Planning Council: developing
goals and implementing policies consistent with the
Council's functions; initiating activities relating to all
areas of Council functions and responsibilities; acting as
Director to the Council and carrying Out such work as
required by the Council. Supervision is received from the
Council Chairperson. It is recommended that this
individual have rank, in the merit system, and status con-
sistent with responsibilities and comparable to other

State governmental officials serving on Council



2. Secretary/Clerk Stenographer

3. Planner/Program Analyst: Has professional responsibility

for analysis of other State Plans and assisting the
Council in identifying and setting goals and objectives
for the overall Developmental Disabilities program,;
developing monitoring and evaluation strategies;

conducting surveys and developing management strategies.

The following additional positions are identified as desirable
and are subject to resources available and specific needs Of the
Council. Some of these positions may be fulfilled by contrac-
tual arrangements:

1. Program Evaluator

2. Associate planners

3. Legal counsel

4. Information specialist (public awareness, public informa-

tion, etc.)
5. Assistant Director

6. Special Assistant (manpower development, special studies)

VII. Organizational Location of the Council

In fulfilling its role as advocate for developmentally disabled
persons and reviewing and monitoring programs affecting the
developmentally disabled, the Council should be organizationally
located with appropriate stature and resources within the State
system to effectively provide for services and to advocate for

developmentally disabled persons. These roles may be supported



by having the State council located within (1) the immediate
Office of the Governor, (2) the State planning office, or (3)
the immediate office of the head of the administering agency.
In any case, however, the Council shall report directly to the

Governor.

VIIlI. State Council Membership:

1. The legislation requires that the State Planning Council have
membership from State agencies representing at least nine
specified State-level service systems. The representatives
of agencies should be in a position to influence the policies
of the agencies they represent and to make judgments and
commitments on behalf of their agencies which can reasonably
be supported and implemented, both professionally and admin-
istratively. An agency representative's appointment to the
Council by the Governor presupposes that the appointee will
bring the resources and commitment of his/her program(s) to
bear on the problems of the developmentally disabled
consistent with their priority needs. The representative
should contribute to the development of Council insight on
the best methods to effect cross-agency coordination toward
the development of a reliable system of services for
developmentally disabled persons in the State. This, in
effect, is a prime charge to any State agency representative
in terms of participation in State Council planning

activities.



In general, other membership on the Council should include
representatives of various ethnic and socio-economic groups,

sex, age, and geographic areas of the State.

At least one-third of the membership of the State Council
shall consist of developmentally dsabled persons, or their
parents or guardians, who at the time of appointment to the
Council, are not officers of any organization, or employees
of any State agency, or any other entity which receives funds
or provides services under the Developmental Disabilities

program.

Ordinirily, an officer of any agency or organization
providing services to developmentally disabled persons means,
in the case of nongovernmental agencies, those officers
specified as such in the article of incorporation or charter
of the organization who are elected or appointed for a
specified term and who exercise authority or control over the
policy, activities, staff, funding or operation of the
facility. In the case of governmental officers which receive
DD funds, the term applies to either appointed or elected
public officials or persons included under State civil

service systems.

In the event a developmentally disabled person or his/her
representative is subsequently appointed or elected as an

officer of a disqualifying entity, he/she shall be replaced

15



on the council by a qualified developmentally disabled person
or his/her representative. This provision does not prohibit
officials of such entities from being representatives of
local governmental or nonprofit agencies concerned with
services to developmentally disabled persons. Whenever
possible, the State Council should have at least one
representative from each of the disability categories
included under the State Plan and where applicable, a
representative of a university- affiliated facility or a

satellite.

The responsibility of the "consumer"” representative on the
Council is to participate in Council activities in behalf of
all develoomentally disabled persons, not for just a parti-

cular category or group.

IX. Expenses of the Council:

In addition to providing adequate staff for the State Council,
adequate support services must be provided. These include
space, utilities, equipment, maintenance, provisions for
contractual services, and travel and per diem for planning

related purposes.

X. Submission of the State Plan:

1. The original and five (5) copies of the State Plan or Annual
Hevision, signed by the Chairperson of the State Planning

Council, are to be submitted to the Director, Regional



Developmental Disabilities Office, Department of Health,
Education, and Welfare. Form OHD-OPE-1 shall be used for

this purpose.

The State Plan or Annual Revision must be submitted to the
Regional Office not later than August 1 preceding the fiscal
year covered by the Annual Revision. This is especially
important so that the Federal DDO and the State program can
provide for the most judicious aid effective use of funds for
the year and allow sufficient time for necessary adjustments
to the State Plan or Annual Revision prior to the beginning

of the fiscal year.

Failure to submit an approvable State Plan or annual revision

by the beginning of the fiscal year will:

a) result in the loss of FFP in the cost of expenditures
during the period of the fiscal year for which an
anprovable State Plan or annual revision has not been
submitted (45 CHH Section 1386.2(b), and

b) reduce the time (by the corresponding period of delay)
available in which to make expenditures against the DD

allotment .

Expenses incurred orior to an approvable State Plan are not
eligible for FFP and cannot he applied to State matching
requirements under the program; such expenses will have to be

paid by funds other than the DD allotment.



3. Interim changes to an approved State Plan (concerning policy,
procedures or other substantive issues) which the State
Council elects to effect may be submitted to the Regional
Office at any time for review and approval. Such changes

must be accompanied by an accentable explanation.

XI. Review of Special Project Grants:

Applications for special project grants (sec. 145 of the Act),
except those for Projects of National Significance, require
review and comment by the State Planning Council in order to
insure that the proposed project is consistent with the State
Plan goals and objectiven or the comprehensive planning and

monitoring responsibilities of the State Planning Council.

The comments with regard to a particular application must be
submitted to the appropriate Regional DDO Director by the State
Planning Council within 30 days from the date of submission by

the applicant in order to assure consideration of such consents.

XIl. Report of State Council Activities:

In order to carry out the requirement of the Act and regulations
regarding a report of the Council's activity during the year,
the Chairperson of the State Council shall submit a narrative
report through the Governor to the Secretary. This report is to
be submitted as part of the quarterly Program Performance Report

according to the accompanying instructions.
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ISSUANCE TO BE RERLACED

N ew I ssuance

BACGKGROUND

The Developmental Disabilities Act as amenend by P.L, 94-103, clearly recognizes
the designated Administering Agency (or Agencies) as the focal point in the
State for the implementation of the DD State Plan. It requires that the

Agency be so staffed and organized as to adequately perform and place responsi-
bilities for all functions involved. The 1975 amendments introduce the Design
for Implementation (DFl), to be developed by the State Agency subject to

approval by the State Council. The DHF is essentially an overall strategy by
which the Agency will achieve the goals and objectives of the State Flan as
determined by the State Council. These provisions are contained in Section

133(b) of the legislation md in various Sections of the Regulations, primarily
Sections 1386.3(a) and (b), 1386.4, and 1386.50.

WHAT TO DO WITH ISSUANCE

The attached guidelines .set forth the Department's views concerning the
functions and responsibilities of the State Administering Agency(ies) and

a description of a Program Unit for the efficient and effective administra-
tion of the State Plan, These guidelines should be used as a reference by
State Administering Agencies in evaluating their organizational set-up and
their functions and responsibilities as they perceive them to be, with respect
to the administration of the DD State Plan.

SCOPE OF COVERACE

These guidelines are applicable to State Agencies which are designated to
administer or supervise the administration of all or portions of the DD
State Plan. They are also applicable to State DD Councils and all other
entities and authorities in the State government and in the private sector
who are in any way involved or concerned with matters related to the admin-
istration of the DD State Plan.

DISTRIBUTION

DD staff Regional Offices, State Planning Councils, State Agencies, constituent
organizations, OD Central Register. State DD administering agency(ies) should
. nmake further distribution to local grantees receiving DO funds.

- -

plirector
Developmental Disabilities Office

*Office off Human Develapment *Department off HEeallth, Ml atic  omd Webkaret



GUI DELI NES

State Admnistering Agency(ies) and Program Unit

Functions and Responsibilities

|I. Purpose of Guidelines:

The Developmental Disabilities Act (42 U.S.C. 86001, et se

P.L. 91-517| as amended by P.L. 94-103)* provides for the imple-
mentation of a formula grant program through the joint efforts
of the State Planning Council and the State Administering Agency
or Agencies. These guidelines are intended to expand and
clarify certain provisions of legislation and governing regula-
tions with respect to functions and responsibilities of the
State Agency(ies), and the location and functions of the DD

administrative unit which has primary responsibilities for the

proper and efficient administration of the State Plan.

Il. Leqgislative Authority:

Section 133(a) and (b) of 'the Act.

I11. Regulatory Authority:

Department of Health, Education, and Welfare regulations,

primarily 45 CFR Section 1386.1, .3 and .4.

'References to "the Act in these guidelines are to P.L.

91-517, as amended by P.L. 94-103.



IV. Designated State Agency or Agencies:

Flexibility is afforded in the selection of the State agency
(or multiple agencies) in order to allow the Governor, or State
legislature, to designate that agency and establish that
administrative structure which will be most effective in
developing and carrying out the State Plan within the purview of

the Act, Regulations and Guidelines.

In light of the crucial need for the developmental disabilities
program to coordinate with other programs in the State, the
administering agency should be placed in an organizational
position which allows it to operate at a level with other State
agencies with which it must collaborate on behalf of

developmentally disabled individuals.

The principal responsibilities of the State Agency (to be
carried out through its administrative program unit) are the
preparation and administration of the State Plan (in accordance

with the policies, priorities and guides of the State Planning

Council -- see Guidelines on State Planning Council Functions)
and its implementation on a day-to-day basis. In accepting
Federal funds, the State Agency assures that the program will be

carried out in accordance with the Act, regulations and
guidelines, and the policies and procedures set forth in the
State Plan. In this connection, the State Agency has
responsibilities in the following areas:

1. Development and writing of the State Plan (including the



10.

11.

12.

Design for |nplenmentation);

| npl enentation of the State Pl an;

Program devel opnent (including project devel opnent and
grant review);

Monitoring and review of activities undertaken in
accordance with the State Plan (except for State P anning
Counci | activities);

Program financial adm nistration;

Devel opment and nai ntenance of service and construction
st andar ds;

Personnel admnistration per 45 CFR Section 1386.21 (Merit
system and ot her standards, affirmative action for equa
enpl oynent) and other applicable |egislation and DHEW
regul ati ons;

Devel opment and inplenentation of an affirmative action
plan for the enpl oynent of handicapped individuals;

Mai nt enance of fiscal and other records which shall be
accessi ble for purposes of audit and exam nation;
Preparation and submttal of reports as the Secretary may
fromtine to time require;

| npl enentation of all assurances as specified in |egisla-
tion, regulations and the State Plan; and

G hers as specified in legislation or governing

regul ati ons.



V. Program Unit (Staff and Responsibilities):

The State Plan must show that there is an administrative program
unit within the State Agency responsible for program
administration (45 CFR Section 1386.1(b) (5) (iii) and 1386.4) and
that adequate staff is available for the proper and efficient
administration of the State Plan with reasonable State financial
participation in the cost of carrying out the State Plan. I f
the State elects to adopt a multi-agency approach (as opposed to
the designation of a single State Agency) for the administration
of the DD program, it would be necessary for each designated
State Agency to provide for the specific assignment of program
responsibility and accountability to agency staff, for the
adequacy of staff to perform all required functions and for the
identification of such staff. For the administrative program
unit to provide for the proper and efficient administration of
the State program and all related functions, the staff of the
unit should be sufficient in number and have appropriate
gqualifications. In order to carry out the functions of the
identified administrative unit, an office and officer of the
designated State agency must be assigned the responsibility of
the day-to-day operation of the program. The program unit of
the agency must:

1. have the primary responsibility for all phases of the

developmental disabilities program under the State Plan,
including services, facilities, coordination, and

individual habilitation plans;

TR



have responsibility for all decisions regarding the design
for implementation and the nature and scope of services to
be provided;

have adequate full time (or full and part time) staff
employed in such developmental disabilities work for the

full conduct of all activities of the State Plan.

Accordingly, the following minimal staff is required for the

program unit:

1.

Director (Officer) - Directs State Plan Development.
Directs and coordinates staff; establishes, develops and
maintains cooperative agreements and working relationships
with State Council; prepares budget and justification;
develops the Design for Implementation; supervises the
expenditure of funds; develops procedures for and
supervises the process of implementation, monitoring and
review of activities funded under the State Plan.

Financial Management Assistant/Accountant - Responsible

for monitoring expenditures of Federal/State/local funds
relative to the Developmental Disabilities program; has
overall audit responsibility; prepares necessary financial

documents.

3. Secretary/d erk Stenographer

4. Other positions are identified as being necessary to the

program and are subject to resources available:
a) Program Developer

b) Program Evaluator



5. Other Support Services - May be provided by the State

Agency's existing units in the various areas such as:
a) Personnel
b) Accounting
c) Fiscal
d) Budgets
e) Public Information/Education
f) Training
1. In-Service
2. Staff Development

g) Research/Statistics

The program unit should be in an organizational position to
exercise an effective voice in the making of key policy
decisions in matters effecting the conduct of the program, and
should be in an organizational environment with clearly
established lines of administrative and supervisory authority.
The program unit staff is responsible for the proper and
efficient administration and accountability of the program
Although there may be some functions related to the
responsibilities of the Program Unit which may be performed by
State Agency staff outside the Program Unit, the Program Unit is
nevertheless the center of responsibility and accountability,
and represents the primary contact point within the State
Agency. The functions of the State Agency are to be performed

through the DD program unit and include, among others, the



following:

1. Development and Writing of the State Plan'-

a) The Council supervises the development of the State Plan
prepared by the designated State Agency (Section 1386.60
of the Regulations). In developing and writing the State
Plan, the designated State Agency organizes the planning
data and information acquired by the Council as well as
the Council's findings (needs, resources, gaps, goals and
objectives, and priorities) into the required form as
specified by State Plan Guidelines (Regulations 45 CFR
1386.1(b)). The State Agency also completes other
portions of the State Plan which are not tied into the
planning process of the State Planning Council. The
completed document, including the Design for
Implementation which the State Agency develops based upon
Council findings, is subject to the Council's review and
approval.

b) The State Agency also develops and writes the interim
amendments to the State Plan, and the Annual Revisions

through the same process as in (a) above.

2. Implementation of the State Plan:

The State Agency through its administrative program unit is
responsible for:
a. developing a Design for Implementation (see DFI

guidelines) which describes the methodology and other



strategies to be employed by the State Agency to achieve
the goals and plan year objectives as developed by the
State Council;

b. the development of agreements with pertinent other
agencies, public or private, in line with DFI provisions
in order to accomplish the objectives. This
responsibility carries with it the obligation to monitor
and evaluate performances under these agreements to insure
that the expected extent and quality of achievements are
met;

c. adequately meeting pertinent assurances as specified in
the State Plan. These assurances include the legislative
requirements for Habilitation Plans as provided for under
Section 112 of the Act, and for an Evaluation System as

provided for under Section 110 of the Act.

Financial and Program Reporting;:

The State Administering Agency is responsible for the

financial management of the LD program under the State Plan.

These responsibilities include fiscal accountability and

reporting as required:

a) HBW 601T: Financial Status Report;

b) HBW 605T: Outlay Report and Request for Reimbursement for
Construction Programs (See Construction Guidelines);

c) Program Performance Report: A quarterly report required

under HBW regulations (See 45 CFR Part 74 implementing



4,

Federal Managenent Grcular No. 74.7, formerly OMB
Grcular No. A-102 "Wiform Admnistrative Requirenents
for Gants-in-Aid to State and Local Governnents.")
Subpart J, Section 74.80 through 74.86 of the regul ations
set forth the requirenents for nonitoring and reporting
program performance under DHEW grants, including the
devel opnental disabilities program and refers basically
to relating program acconplishnments to program purposes
and obj ectives; and

d) QGher reports as may be required.

CGeneral Admnistration of the DD Program

The designated State agency through its admnistrative
program unit is responsible for the general adm nistration of
the devel opnental disabilities program The follow ng

provi des guidelines on sone of the major areas of program
adm ni strati on:

a) Admnistrative Costs:

At the request of the State Agency, up to 5 percent of the
State allotment, or $50, 000, whichever is the | east, may
be used to pay not nore than one half of the expenditures
for proper and efficient admnistration of the State Pl an.
Any portion of the amount allowable for admnistration
costs which is not utilized for that purpose nmay be
utilized for inplenmenting other activities as set forth in

the State Plan. The State Plan nust include a statenent



of proposed expenditures, including the amount requested

fromthe allotnent for the admnistration of the State

Pl an.

1) Allowable Admnistrative Costs

2)

Costs of conpensation of personnel and other adm nis-

trative expenses, including supportive services related

to admnistering or supervising the adm nistration of

the State Pl an.

Non- Al | onabl e Adm ni strative Costs

a)

b)

d)

Adm ni strative costs exceeding 5 percent of the
State allotnent, or $50, 000, whichever is |east.
Admni strative costs attributabie to other grant-
assi sted prograns

Expenses of central admnistrative departnments of
State and |ocal governnments other than those
directly related to admnistration of the State DD
Pl an.

Costs of activities or projects relating to planning
service projects or construction of facilities for
persons wth devel opnental disabilities.

Expenses of the State Planning Council and Regional
pl anning groups to the extent that such groups
provide planning advice to the State Council or

State Agency.



3)

4)

Other Allowable Costs

Federal Financial Participation in planning, provision
of services and costs of construction of facilities
provided for under the approved State Plan may include
costs which the State agency is authorized to undertake
or support. This includes the costs of specialized
training, in-service and short-term training. All
costs, including costs for administration of the State
Plan (see 1 above), are subject to the cost principles
set forth in Subpart 0 of 45 CFR Part 74, for State and
local governments. These principles apply to all

grantees receiving Federal funds under the program.

Other Non- Allowable Costs

In addition to the items of non-allowable costs
outlined in Subpart Q of 45 CFR, Part 74, the following
costs are not allowable for Federal Financial Parti-
cipation:

a) The acquisition of land;

b) An amount equal to the sum of 1) the amount of any
other Federal grant which the applicant has obtained
(or is assured of obtaining) with respect to any
project under any provision of law other than
Section 132 of the Act, State Allotments, and 2) the
amount of any non-Federal funds required to be

expended as a condition of such other Federal grant



(b)

(Section 136 of the Act; 45 CFR Section 1386.14);
and

c) Such other costs as the Director, DDO, determines to
be inconsistent with the Act, regulations and these

guidelines.

Federal Financial Participation;

1) Section 134(a) of the Act provides that the State shall

be paid the Federal share of expenditures incurred
during the fiscal year under an approved State Plan.
For approval, the State Plan must meet the requirements
specified in Section 133(b)(1) through (30) and must be
in accord with other relevant provisions of the legis-

lation.

If at the time of submittal to the appropriate Regional
DC Office a State Plan (or Annual Revision) is
approvable (and subsequently approved), the date of
submittal is when the Federal Financial Participation
(FFP) begins. This date is either:

a) When a State Plan reaches the DDO/RO or;

b) The "certified" mailing date of the State Plan.

A State Plan is considered "approvable" by the RO when
the review identifies no need for changes in order for
it to be officially approved. There can be no

"conditional approval" of a plan; any communication to



2)

a State to the effect that a plan is approvable if
certain conditions are met, or if certain changes are
made, constitutes a failure by the Regional Office to

legally approve the plan.

At the time of the approval of the DD State Plan the

full allotment becomes available to the States. The
Grant Award Notice will follow upon approval of the
State Plan.

Failure to submit an approvable State Plan or annual

revision by the beginning of the Fiscal year will:

a) result in the loss of FFP in the cost of
expenditures during the period of the fiscal year
for which an approvable State Plan or annual
revision has not been submitted (45 CFR Section
1386.2(b)), and

b) reduce the time (by ‘'the corresponding period of
delay) available in which to make expenditures

against the DD allotment.

Expenses incurred prior to an approvable State Plan are
not eligible for FFP and cannot be applied to State
matching requirements under the program; such expenses
will have to be paid by funds other than the DD

allotment.

It should be noted that no allotment may be made under

- 13 -



Title I, Part C of the DD legislation for FY 1978
unless the State has in effect a Protection and
Advocacy system as described in Section 113 of the
legislation. Thus, FFP will be delayed under the basic
formula grant program unless the P&A system is approved

by the Secretary.

(c) Federal Share

1)

2)

3)

Effective October 4, 1975, the Federal share for a
State may not exceed 75 percent of the expenditures
incurred under the approved State Plan except for
activities or projects located in or serving urban or
rural poverty areas. In those cases, the Federal share

may be up to 90 percent of the expenditures.

The non-Federal share of any program, activity or
project assisted by a grant may be provided by cash or
in-kind. For the purposes of this program, "in-kind"
shall have the same meaning, criteria and procedures
for matching and cost sharing as outlined in Subpart G,

45 CFR, Part 74, DHBN regulations,

The non-Federal share (matching funds) refers to State,
local and private non-profit funds expended on this
program. "State" funds are those appropriated by the
State legislature; "local" funds are those appropriated

by a local political sub- division of the State; and



"private non-profit funds" are those derived from
gifts, contributions (fund-raising) and sources other
than Federal, State and |ocal governnments, available to
the organi zations participating in the program There
is no Federal requirenment that matching be shared by
the three participating sources. The non-Federal Share
may consist of only one source, e.g., State funds, or
it may be a conbination of two or nore sources, State,

| ocal, and private non-profit funds.

The Federal share relates to the aggregate of all
expenditures incurred under the State Plan, i.e., when
all activities for which funds are expended under the
State Plan are accounted for there nust be expended a
sufficient anount of non-Federal noney to earn the
Federal allotnment. There is no Federal requirenent
that Federal and State funds nust be apportioned on a
pro rata basis for individual activities funded under
the State Plan. However, the State Plan nay include a
policy which inposes upon sub-grantees a requirenent
that the grantee nust provide a pro rata share of the
non- Federal funds. O the other hand, it is
conceivable that in sonme instances State funds al one

would supply the entire non-Federal share.

(d) Accounting Procedures

The State Plan shall provide for such witten fiscal con-

15



trol and fund accounting procedures as are necessary to
assure the proper disbursement of and accounting for funds
paid to the State under this program. Such procedures
should clearly differentiate between the basic services
formula grant funds (Part C) allotted under P.L. 94-103
and those received by the State from all other Federal

formula and project grant programs.

The accounting procedures shall provide for an accurate
and timely recording of receipts of Federal funds paid to
the State, for expenditures incurred or to be incurred
under the approved plan, of the amounts and purposes of
expenditures made in carrying out such plan, and of any
unexpected balances of Federal funds paid to the State.
In addition, such procedures must:

1) Provide for the determination of allowability and the
allocation of costs in accordance with the Department
of Health, Education, and Welfare regulations, 45 CFH
Part 74, Subpart Q.

2} Provide adequate information to show exclusion from
expenditures claimed for Federal participation of those
costs for which payments have been received or are due
under other Federal grants or contracts or which arc
required or used to match other Federal funds.

3) AIll records shall be retained in accordance with the

requirements of DHEBW regulations 45 CFR Part 74, Sub-

16



part D.

Each recipient (grantees and contractors of assistance
shall keep records 1) which fully disclose (a) the
amount and disposition by such recipient of the
proceeds of such assistance, (b) the total cost of the
project or undertaking in connection with which such
assistance is given or used, and (c) the amount of that
portion of the cost of the project or undertaking
supplied by other sources; and 2) such other records as

will facilitate an effective audit.

(e) Expenditures By Private Non- Profit Agencies

Expendiures made by private non-profit agencies, organi-
zations, and groups to whom the State agency has made
grants are to be regarded as expenditures of the State (or
political subdivision) subject to the following condi-
tions and limitations:

1) Expenditures may be included only when made by an
agency, institution, or organization to which the State
authority has made available funds from Federal or
State sources for activities, programs or projects
under the approved State Plan.

2) Records of the expenditures by a non-profit private
agency in administering the State Plan shall be main-
tained and be available for inspection and audit for

the period specified in Section VI of these guidelines.
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(f) Merit System
The State Plan shall provide for the establishment and
maintenance of personnel standards on a merit basis for
persons employed by the State Agency, and by official
State or local agencies to carry out activities under the
approved State Plan, and for State Agency supervision of
compliance with such standards by official local agencies.

(See the Act, Section 133(b)(7); 45 CFR Section 1386.21).

The Federal Standards for a Merit System of Personnel
Administration, 45 CFR Part 70, including any amendments
thereto, and any standards prescribed by the United States
Civil Service Commission pursuant to Section 208 of the
Intergovernmental Personnel Act of 1970 (P.L. 92-648), 84
Stat. 2925 modifying or superseding such Standards will be
deemed to meet this requirement as determined by said
Commission. Laws, rules, regulations, and policy state-
ments, and amendments thereto, effectuating such methods
of personnel administration and State Agency supervision

shall be made available on request to the Secretary.

The State Plan shall contain an assurance that profes-
sional standards will be followed in approving individuals
(other than employees under a governmental merit system),
agencies, institutions, and organizations to carry out
activities under the State Plan and that schedules or

other bases upon which payments are made to such

18



individuals, agencies, institutions, and organizations
will be in accord with the usual and customary practices

in the State.

The State Plan shall also provide assurance that the State
Agency and any other agency, organization, or institution
administering and/or carrying out any activity under the
Plan shall as a condition for the receipt of financial
assistance under the program take affirmative action to
employ and advance in employment qualified handicapped
individuals on the same terms and conditions required with
respect to the employment of such individuals by the
provisions of the Rehabilitation Act of 1973 which govern
employment (a) by State Rehabilitation Agencies and
Rehabilitation Facilities; and (b) under Federal contracts

and subcontracts.

(g) Maintenance of Effort

The State Plan must include an assurance that Federal
funds will not supplant State, local and other non-Federal
funds otherwise available for providing services and
carrying out the activities under the Plan, and that such
funds will, to the extent practicable, be used to increase
the level of funds otherwise available for such services
and activities. See Section 133(b)(2)(B) and 133(b)(4)(C)

of the Act.
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This means that the State expenditures for DD activities
in any fiscal year may be no lower than the immediately
preceding fiscal year. The Secretary may take into
consideration the extent to which the level of such funds
for any fiscal year may have included emergency funds or

the funds for an activity of a non- recurring nature.

(h) Payments

1} From each State's fiscal year allotment, the State
shall be paid the Federal share of the expenditures
(other than for construction) incurred during that year
under its approved State Plan. The DDO shall make such
adjustments in amounts of payments as may be necessary
to correct under- or over-payments previously made
(including expenditures which are disallowed on the
basis of audit findings). Payments will be made where
practicable through a letter of credit system or, when
such system is not practicable, on the basis of payment

requests from the State to meet its current needs.

2) Grant payments for administration, planning and
services are made in accordance with the instructions
and forms set forth under DHEW Federal Assistance
Finnncing System (DFAFS) brochure dated August 1974,

and DHBW Regulations 45 CFR Pary 74, Subpart 1.

3) For payments of construction projects see Guidelines on

- 20 =~



Construction Program.

(i) Withholding of Payments

1)

2)

Whenever the Secretary, after reasonable notice and
opportunity for hearing to the State Council and the
appropriate State agency(ies), finds that there is
failure to comply substantially with any of the
requirements of the State Plan, or that there is a
failure to comply substantially with any regulations of
the Secretary which are applicable to this Part, the
Secretary shall notify the State Council and
Agency(ies) that further payments will not be made to
the State (or, in his discretion, that further payments
will not be made to the State for activities in which
there is such failure) until he is satisfied that there
will no longer be such failure. Until he is so
satisfied, the Secretary shall make no further payments
to the State or shall limit further payments under this
subpart to such States to activities in which there is
no such failure. (See Section 135 of the Act and 45

CFR Section 1386.16).

The State Council shall review the actions of the State
for the purpose of determining if the State is
complying with the requirements of the State Plan and
its design for implementation. For the purpose of

assisting the Secretary in the implementation of this
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(1)

3)

1)

2)

section, the State Council may notify the Secretary of

the results of its review.

Procedures for a hearing are set forth in DHBN regula-

tions 45 CFR, Part 1386, Subpart D.

Expenditure Report (Form HBN 6Q1T) Financial Status

This form will continue to be used as the certified
program report of grantee expenditures under the
formula grant. HBW 601T is to be submitted by State
agencies on a quarterly basis as follows: For each of
the first three quarters of the fiscal year in which
the grant was awarded, the report is to be submitted
within 30 days after the end of each quarter; for the
fourth quarter, the report is to be submitted within 60
days after the end of the fiscal year. Should the
fourth quarter report reflect any unpaid obligations,
reports are required thereafter on a continuing
gquarterly basis and should be submitted within 30 days
after the end of 3ch quarter until all unpaid obliga-

tions have been liquidated.

Instructions for completing the form issued under the
dates of October 10, 1973 and February 1, 1974 by
Acting Associate Administrator for Management, Social

and Rehabilitation Services remain in effect.
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(k) Nondiscrimination

1) The State Plan shall provide an assurance that all
services provided under the State Plan will be made
available without discrimination on account of sex,
creed, duration of residence, or ability or inability
to pay for such services. In addition, Title VI of the
Civil Hights Act of 1964 (42 U.S.C. 2000d; 78 Stat.
252) , which provides that no person in the United
States shall, on the grounds of race, color, or
national origin be excluded from participation in, be
denied the benefit of, or he subjected to
discrimination under any program or activity receiving
Federal Financial Assistance, is applicable to services

and programs provided under the State Plan.

) If the designated State agency has previously submitted
such an assurance, it should make reference ti, this
fact and note that HBN Form 441 is on file for the
agency. If the designated agency has not filed both an
approved Civil Rights Plan and an EEO Affirmative
Action Plan, the absent forms and plans are to be
prepared and submitted together with all other

necessary doucments to the Regional Director, DDO.
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Type: Program Regulation Guide
Title: Design for Implementation of the State Plan (DFI)

ISSUANCE TO BE REPLACED

New Issuance
BACKROUND

The delopmcntal Disabilities Act as amended by P.L. 94-103, strengthens
State Agency roles and responsibilities for the ongoing functions related to
the administration of the State Plan. the Design for Implementation (DFI)
is intended to be a document prepared by the appropriate State Agency (or
Agencies) outlining the strategies by which the State Planning Council's
goals end objectives will be achieved during the fiscal year. The State
Council must approve the DPI and monitor and evaluate its implementation to
assure that the fiscal year objectives are being achieved according to
Council intent. These provisions are contained in Sections 133(b) (25) and
135(b) of the DD Act and Section 1386,50 of the Regulations.

WHAT TO DO WITH ISSUANCE

The attached guidelines set forth the Department" view as to the kinds of
details which should be included in a Design for Implementation of the State
Plan in order for it to meet statutory and regulatory requirements. These
guidelines give further insight into regulatory requirements by informing
States of the essential elements and details of a valid DFI. It is the
intent of the guidelines to allow for flexibility to tailor such a DFl to
specific State needs. They also complement the Guidelines and Instructions
for developing and preparing the State plan. Section VI of the State Plan
responds to most of the requirements of the DFI,

SCOPE OF COVERAGE

These guidelines ere primarily applicable to State Agencies and State DD
Planning Councils, and useful to other persons and organizations interested
in or involved in services for the developmentally disabled.

DISTRIBUTION

DD staff Regional Offices, State Planning Councils, State agencies, constituent
organizations, ORD Central Register.

-

Developmental Disabilities Office

«Office of Humaen Development*Department of Health, Education, and Welfare*



GUI DELI NES

Design For |nplenentation (DFl)

| . Purpose of Quidelines:

The DFl is a strategy description of how the designated State
Adm ni stering Agency(ies) intend to acconplish the objectives
specified in the fiscal year State Plan. These guidelines

provide sone details that should be addressed in the DFl

1. Legislative Authoritv:

Sections 133(b)(25), 135(b) of the Devel opnental D sabilities
Services and Facilities Construction Act (P.L. 91-517), as
amended by P.L. 94-103, 42 U S.C Sections 6063(b)(25) and
6065(b) .

I1l1. Regulatory Authority:

Department of Health, Education and Wl fare regul ati ons Section

1386. 50.

V. Ceneral:

According to the Act, the DFl shall include details on: 1) the
nmet hodol ogy of inplenmentation; 2) priorities for spending of
funds under the State Plan; 3) a detailed plan for the use of
such funds; 4) specific objectives to be achieved under the
State Plan; 5) a listing of prograns and resources to be used to
nmeet such objectives, and 6) a nethod for periodic evaluation of

the DFlI's effectiveness in meeting such objectives.



Sections VI and M1 of the Quidelines and Instructions for
Devel opi ng and Preparing the Conprehensive State Plan for the
Devel opnental Disabilities Program cover the najor requirenents

of the DFI

V. Methodol ogy of | nplenentation:

The DFI should include details concerning the principles by

whi ch the agency(ies) wll admnister the Federal devel opnental
disabilities funds allotted to it and includes descriptions for
such details as: 1) identification of resources of prograns in
the State which can be brought to bear on DD services under the
State Plan (staff, funds, admnistering unit of the agency); 2)
procedures and tine tables for funding actions to public and
private sectors, including publicizing the availability of
certain programfunds; eligibility, priorities, terns and
conditions for program funds; review process and criteria for
approval of applications for funds; 3) methods of providing
special financial and technical assistance to rural and urban
poverty areas; 4) mninum requirenents for affirmative action
plans for recipients of funds under the Act for the recruitnent
of qualified, handicapped enpl oyees; 5) assurance concerning
subm ssion of fiscal and other reports to the State Council and
to the Secretary by a State agency and ot her funded recipients;
6) nechanisns for nonitoring of grants to grantees in the State;
and 7) assurance of conpliance with the provisions of the State

DD PMan and with all other applicable Federal |aws and



regulations in carrying out the DFI, such as the Domestic
Volunteer Services Act of 1973, P.L. 93-113; Education for all
Handicapped Children, P.L. 94-142.

VI. Priorities for Spending of Federal DD Funds:

The State agency should describe funding criteria and list in
order of priority those activities or programs it deems
necessary to fund in order to respond to the priorities of the
State Plan. Special consideration is to be given to activities
located in or serving developmentally disabled persons in urban
or rural poverty areas. Only those activities which show
promise of attaining stated goals and objectives are to be

considered and ranked.

VIlI. Detailed Plan For Use of Funds Under the Act:

For each activity or program to be funded under an objective: 1)
indicate specific amount to be committed to each objective
consistent with provisions of the State Plan and how the
required funds will be expended to achieve special goals, such
as deinstitutionalization; 2) identify sources of the funds such
as State and local governments, private nonprofit agencies,
Federal DD funds and other Federal funds under the State Plan
and proposed recipients of the funds (to the extent possible);
3) specify the period within the fiscal year for which
commitment is to be made; 4) identify the proposed number of
persons to be served, age groups, disabilities, and the services

to be provided or activities to be performed by each recipient



of funds; 5) identify funds serving urban or rural poverty
areas; 6) indicate the amount of Federal DD funds, if any, to be

used for administrative purposes by a State agency.

VIIlI. Specific Objectives to be Achieved:

Identify the objectives toward which activities or programs will

be funded, and outline the action steps to be taken, time

l[imits, and measurable indices describing what will be done
during the period for each of the objectives concerned. To the
extent feasible, identify a contact point within each activity

or program responsible for accomplishing the objectives and

action steps

IX. Listing of Programs and Resources to be Used to Meet Funded

Objectives:

The DFI must identify the programs (or agencies) and their

resources which will be utilized to accomplish the plan-year
objectives described in the State Plan. Explain how these
programs will be coordinated with inter- related programs to

assure cornpatability of efforts and objectives.

X. Methods for Periodic Evaluation:

The DFI must describe the methods (and schedule) to be used to
periodically evaluate the effectiveness of the DFI in meeting
the State Plan objectives. The evaluation methodology should
include a specific description of the strategy, procedures and

techniques to be used (reflecting a scientific approach and



incorporating sound management and research concepts) and
criteria for evaluating program effectiveness and program

management.

XI. Submission and Approval of DFI:

The State Council and agencies involved should establish a
schedule which will permit reasonable time for the State agency
(or agencies) to develop and submit the DFI to the State Council
without delaying the timely completion of the State Plan. This
time period should be sufficient to allow an adequate review and
negotiation of differences. In reality, the DFI could
reasonably take shape during the "planning process while
programs, service potentials and constraints are being analyzed
and discussed among agencies on the State Planning Council and
with other public and private agencies. Approval of DFI is the
responsibility of the State Council, including the plan for
expenditure of funds. The DFlI as approved by the State Planning
Council constitutes a part of the DD State Plan for submittal to

the Secretary.

Based upon the periodic evaluation of the DFI, appropriate
amendments may be submitted as perceived necessary during the
implementation phase and approved by the State Council. All
amendments shall be processed in the same manner as the original
submission of the State Plan, including regional office approval

and OHD-OPE-1 transmittal form.
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Date:
TRANSMITTAL
MAR 3
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Type: Program Instructions
Title: Deinstitutionalization
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BACKGROUND

In 1971 the reintegration of one-third the institutionalized persons with
mental retardation into community settings was launched as a national goal
by Presidential announcement. In that connection, the Developmental
Disabilities Office provided grants to States to initiate the deinstitu-
tionalization (Dl) effort and to develop model "Community Alternatives
and Institutional Reform" projects. In the 1975 amendments (P.L. 94-103)
to the Developmental Disabilities program, the DI goal was ascribed a
mandated priority with provisions that at least a minimum percentage (10%
in FY 1976 and 3®4 thereafter) be expended in that effort from the State's
Federal allotments under the basic services formula grant program.

The Developmental Disabilities 1975 amendments also set out the general
requirements of the DI plan, placing special emphasis on reducing the

number of developmentally disabled persons in institutions in favor of
community life, eliminating inappropriate admissions, and improving all
aspects of institutional programs.

WHAT TO DO W TH ISSUANCE

The attached guidelines set forth the Department's views concerning, among
other things, essential steps for developing a DI plan including the
respective roles of the State, the institution and the community; some
essential factors which should be considered in a DI plan; and expenditures
appropriately chargeable to the State formula grant to be allocated to
deinstitutionalization.

The guidelines also include a reporting format which modifies Table 4-4
of the Guidelines and Instructions for Developing and Preparing the
Comprehensive State Plan for the Developmental Disabilities Program.
States are asked to submit the Tables 4-4(a) and 4-4(b) of these guide-
lines in place of Table 4-4 as part of the State Plan. If a State has
progressed in the development of the FY 1979 State Plan beyond the point
of changing over to the modified tables included in these guidelines, the
utilization of the new tables should be deferred to the next fiscal year.
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SCOPE OF QOVERAGE

These guidelines are applicable to State Administering Agencies and
State Councils for developmental disabilities, They are also applicable
to all other entities and individuals in the State and Local government
and in the private sector who are in any way involved or concerned with
matters related to the DI process,

DISTRIBUTION

DDO sStaff, Regional Offices, Developmental Disabilities Administering
Agencies and State Planning Councils. State agencies and Councils should
make distribution to selected other entities and individuals in State and
local governments and in the private sector who are concerned with the
provision of services for developmentally disabled persons, particularly
in institutional settings,
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Francis X. Lynch

Director
Developmental Disabilities Office
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and Welfare*



GUIDELINES

Deinstitutionalizati on

. Introduction:

One of the primary objectives of the Federal government in
respect to the habilitation of the developmentally disabled is
the provision of alternatives which allow for the achievement of
maximum independence and full and equal opportunities for such
persons in his/her least restrictive environment. The term used
most often to describe these objectives is "deinstitutionaliza-
tion," which has a statutory base in the legislation authorizing
the Developmental Disabilities program formula grants to the
States. 1/ These guidelines set forth the authorities with which
the State are expected to comply and identify those State
Plan informational and data components deemed necessary for
planning the deinstitutionalization activities to be carried out

by the States.

Il. Purpose of Guidelines:
The purpose of this Chapter i s to provide guidance and set forth
policies for State Planning Councils and State administering agencies

in developing and implementing a plan for deinstitutionalization.

1/ Sections 132(a)(4) and 133( b)(20) of the Act (42 USC.
Section 6001, et seq; PL 91-517, as amended by PL 94-103)

AllSectionnumberreferencesintheseguidelinesaretoPL 91-517
as amended by P.L. 94-103.



In preparing the State deinstitutionalization plan, it will
be necessary that the State identify an organizational structure
which will be totally responsible for planning and implementing
the program. These guidelines call for the involvement and
cooperation of State and local Mental Retardation agencies and
the Developmental Disabilities Council .and Administering Agency
if a fully comprehensive and well defined program is to be
achieved. See Appendix A for a more detailed discussion of a
System Organization and Accountability.

Attention is called to grants to 40 States approved by the
Developmental Disabilities Office in FY 1974 to initiate a
Deinstitutionalization plan (hereafter referred to as a "DI
Plan") and model Community Alternative and Institutional Reform
projects which may serve as the basis for this part of the State
Plan. The planning process is a continuous effort and involves
statewide consultation and agreement with the public, providers
and purchasers of service, and various government officials.
Although generalized goals and objectives may be stated at the
outset, careful consideration must also be given to the most
effective and responsive means of implementation.

For the purposes of this Chapter "deinstitutionalization”
means :

1} reducing the number of developmentally disabled

individuals in institutions by returning such individuals

to useful lives in the community;



2) eliminating inappropriate admissions of individuals to
institutions; and
3) improving the quality of care for those persons for whom
institutional care is appropriate.
It should be mentioned, however, that deinstitutionalization
is not accomplished by the mere transfer of a developmentally
disabled individual from a larger institutional to a smaller one
unless such action is consistent with an habilitation plan designed

to increase his/her capacity for living less dependently.

I1l. Legal Authority:

Public Law 94-103.

(a) Section 132(a)(4)(l) requires that for the FY 1977
and following , not less than 30 percentum of a State's
allotment shall be used "for the purpose of assisting
it in developing and implementing plans designed to
eliminate inappropriate placement in institutions of
persons with developmental disabilities.. ."

(b) Section 133(b)(20) requires that a State Plan "contain
a plan designed (A) to eliminate inappropriate place-
ment in institutions of persons with developmental
disabilities, and (B) to improve the quality of care
and the state of surroundings of persons for whom
institutional care is appropriate;. "

(c) Section 133(b)(23) requires that the State Plan "support

the establishment of community programs as alternatives
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to institutionalization and support such programs which

are designed to provide services for the care and habili-
tation of persons with developmental disabilities, and which
utilize, to the maxmum extent feasible, the resources and
personnel in related community programs to assure full co-
ordination with such programs and to assure the provision
of appropriate supplemental health, educational , or social

services for persons with developmental disabilities."”

IV. Regulatory Authority:

1386.42 Deinstitutionalization

"The State Plan goals, objectives, and strategies shall address:
a) The elimination of inappropriate placement in institutions of
persons with developmental disabilities, and b) the improvement of
the quality of care and the state of surroundings of persons who are

appropriately placed in institutions."”

V. Definitions:

(a) Deinstitutionalization encompasses the following:

1) Transfer to community settings of those developmentally
disabled individuals who can benefit by such action.

2) The establishment, expansion, and improvement in quality
of community-based services and facilities which will make
possible the discharge of developmentally disabled in-
dividuals residing in institutions as well as preventing

initial admissions for institutional care.



(b)

(c)

3) The improvement of habilitation programs within insti-
tutions in order to raise the capacity of selected
developmentally disabled individuals to meet the re-
qguirements for community living.

4) The improvement of the quality of service for develop-
mentally disabled persons whose continued placement in
the institution is required.

Meaning of Term Institutions

"Institutions” means public and private long-term care

facilities providing 24 hour services. It does not include

facilities such as general hospitals, MHMR community centers,
group homes or foster homes.

Meaning of Term "Community"

1) "Community" in this context includes both the State and
a defined geographical area (city, county, or multi-
county entity).

2) Generally, the community will be a part of the geographical
subdivision included in the service boundaries used for
the State developmental disabilities plan.

3) It likewise encompasses the consumer groups, advocates
for the developmental disabilities population, and
elective and non-elective public officials.

4) In this guide material community encompasses those
segments which are concerned particularly with the

program serving the developmentally disabled, and with



VI.

plan

those associated with the health, education and social

service delivery systems.

Essential Steps for Making a Plan for

Deinsti tutional ization:

Six areas of activity are suggested for a State in making its

for deinstitutionalization. These are:

1)

2)

3)

4)

5)

6)

the establishment of organizational structures at State
and local levels to which responsibility for major actions
are clearly assigned;

the development of infornation regarding the needs and
character of the State's developmental disabilities
institutional population;

the completion of a resource inventory available to meet
needs of the developmental disabilities population;

the preparation of the plan and the setting of priorities;
where existing services and facilities are insufficient to
meet deinstitutionalization needs, resource development
must be undertaken, including cooperative activities with
other agencies and departments; and

the creation of an habilitation program (client) management
system which assures to the maximum extent possible the
coordination of the various sources being provided for

the individual.

The above points have been more fully developed in Appendix A. The

Individual Habilitation Plan should be done by a team which includes

-6 -



representatives of the community to which the resident should
return.

The overall program goal of deinstitutionalization should
be the creation of a statewide system of residential and support
services which:

1) meets the needs of persons at all levels of disability;

2) fosters independence and maximizes individual potential;

3) represents the least restrictive alternative based on
individual needs;

4) contributes to the expeditious return of the institu-
tionalized individual to community living which is as
nearly normal as possible; and

5) prevention of inappropriate admissions to institutional

status.

VII. Respective Roles of the State, the

Institution, and the Community:

The elimination of inappropriate placements of developmentally
disabled individuals in the respective institutional settings is
dependent upon the coordinated efforts of the State, the various
institutions and the communities. Jointly, they carry the responsi-
bility for determining:

a) how many developmentally disabled individuals presently

under institutional care (or on waiting lists) could be
returned to or kept in community settings on the basis of

existing services;



b) how many individuals could be returned if additional
services were initiated or expanded,

c) what changes in various institutional programs will better
prepare developmentally disabled individuals to return to
community settings; and

d) what improvements in care are required for those whose
placement in the institution is appropriate.

The community, through its advocates and its comprehensive
services systems, must not only prepare itself to develop
acceptance of the developmentally disabled residing in its area,
but also must seek financial support for the initiation and
expansion of long-term maintenance services programs which will
make possible the achievement of this deinstitutionalization
objective.

The key to success in this effort will be the mutuality of
concern by the State, the institution and the community. This
can be achieved when the parties agree upon a joint plan for
deinstitutionalization with the responsibilities of each clearly

defined.

VIII. State Plan for Deinstitutionalization:

The State Plan should have a plan for deinstitutionalization
which would consider such factors as:

1) Geographical areas/regions of the State used for planning

purposes;



2) Projected number of those institutionalized who will be
returned to community living in the next one to three
year period.

Specifically, attached tables 4-4(a) (Summary of Deinsti-
tutionalization Data) and 4-4(b) (Deinstitutionalization Data) have
been developed to provide State DD agencies with a tool for the
collection of data essential for the implementation of their DI
plans. These forms will meet the requirements of Section 4.4 of the
Guidelines and Instructions for Developing and Preparing the Compre-
hensive State Plan In particularly, Table 4-4(b) can be used for
each institution in the State which cares for developmental disabled
persons and will show:

1) The total number of developmentally disabled individuals in
the institutions at the end of the last fiscal year (or
reporting) year.

2) Total number of individuals to be deinstitutionalized.

a) The number of individuals in the institution who return
to a community immediately and for whom the community
is ready and capable to provide appropriate services
and facilities.

b) The number of individuals in the institution who could
be returned to the community in the current year but
who have to be retained in the institution because of
the lack of adequate and appropriate community services

and facilities.



A narrative statement will be helpful in describing items
(a) and (b). In the case of (a) indicate the specific
schedule for release of the individuals from the institu-
tion by month; in the case of (b) above the narrative
shall identify the number of individuals who should
return to each community and explain the types of
services/facility that are needed to be initiated or
expanded in the community. The narrative should also
address itself to any barriers that impede the establish-
ment or expansion of services/facilities in the community
and the policies and methods the State will undertake to
remove these barriers.

c) The number of individuals who, after receiving expanded
training or other habilitation services for a short period
(one year or less), could be returned to the community.
An accompanying narrative could describe (1) the types of
services to be provided, (2) the level of function, (3)
on a semi-annual basis, evaluation and justification of
the services provided, and (4) a schedule showing the
movement of these individuals to categories (a) or (b).

3) The number of individuals for whom institutional care is
appropriate with a description of the criteria used in
making judgments that (a) institutionalization is

"appropriate” whether or not appropriate and adequate

community alternatives are available; (b) a discussion of
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4)

5)

the admission policies of the institution that will

prevent inappropriate placements in the institutions; and

(c) policies regarding transfers between institutions for
appropriate care and treatment.

Each institution should report the number of individuals
that it has "approved" for admission to the institution if
and when an opening occurs, with a description of the
policies of the State regarding (a) pre-admission

screening and the availability of community alternatives

for services and facilities follow-up services and (b)
procedures for admission.

The State should provide assistance to public agencies and
appropriate private agencies to facilitate follow-up care for
residents who have been discharged from institutions. This
proposal is designed to assure adeouate community support

for those no longer in need of institutional care. Pre-
discharge planning requires the analysis of individual needs
by the institution and the community, if any, after institu-
tionalization and a matching with available community re-
sources. The narrative should describe pre-discharge planning
procedures, community referral mechanisms, and a habilitation
program management system to assure that identified treatment
and domiciliary needs are being adequately addressed. Such
follow-up care should be provided in conjunction with community

facilities/programs-
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Such narrative should identify the responsible facility or
agency in each area, describe the policies to be followed
in regard to those discharged from the institution, and
indicate how the availability of services will be assured.
These provisions are designed to enhance the continuity of
care, but must not infringe on the rights of former
residents to reject services and protect their privacy.

6) Employee protections. 1/ Provision must be made for the
establishment of fair and equitable arrangements to
protect the interests of employees affected by the State's
deinstitutionalization plan. See Guidelines on "Employees
Protection for State Plan Requirements." To document im-
plementation of this provision, an annual estimate shall
be given of (a) the number of public employees affected by
the State DI plan, (b) the number for whom assignment is
available using existing skills, (c) those who will need
additional training, and (d) the number who will be a
problem because of relocation or skill factors.

7) Manpower. There must be an adequate supply of appropri-
ately trained personnel to assure the provision of the
required services. In this connection a narrative in-
cluding a summary of current manpower capability by major

job categories, and three year projection of personnel

1/ A requirement of Section 133( b) (29) of the Act.
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needs will assist in making this determination.

Attention should be given to changing requirements due to
such factors as meeting Federal Standards such as Inter-
mediate Care Facilities- Mentally Retarded, (ICF/MR),
population shifts, functional changes in employee duties,
increased use of paraprofessionals, and development of new

facilities or services.

This narrative should describe: (a) the efforts being
taken in the State to develop and maintain an adequate
supply of needed personnel; (b) training programs, salary
and fringe benefits, continuing education, and career
development; and (c) the role of the University Affiliated
Facilities and other Federal manpower programs, i.e.,
Comprehensive Employment Training Act (CETA).

8) Priorities. The narrative should list established priority
activities which will further the State's effort to return
developmentally disabled individuals from institutional
care to community living which will be helpful to the State
in implementation. These activities should be as specific

as is feasible and the cost and source of funding identified.

X Appropriateness of Expenditures from the 30% State Fotmula
Grant Allocated for Deinstitutionalization

In Item 8 above, reference is made to the State Plans containing
a list of the established priority activities to achieve the dein-

stitutionalization goal. Expenditures from the allotment of 30%

- 13 .



are to be limited to the priorities listed. It is assumed that the
priority list would encompass more activities than could be financed
from the 30% portion.  This somewhat larger list would allow the
States reasonable flexibility in adjusting to unanticipated develop-
ments in the developmental disabilities and other related service
programs.
a) Planning
In the development of the initial deinstitutionalization
plan it is reasonable for some States to expend a major
portion of their funds for planning purposes. In subse-
quent fiscal years a much smaller portion would be needed
for updating the plan, with a greater proportion being
utilized for the development of services.
b) Institutions
The only allowable expenditures for the Deinstitutionaliza-
tion Plan within an institution are:
1) employment of an institutional based coordinator to
make maximum use of community-based services; and/or
2) the initiation or expansion of special programs for
developmentally disabled individuals selected for
return to the community.
Nonallowable expenditures from the DD allotment are those
financed by State or local governments, other Federal
programs which are associated with the daily maintenance

and operation of the institution.
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c) Communities
Expenditures may include the costs of initiation, improve-
ment, or expansion of community-based service activities
which have been identified among the priorities and which
will (1) facilitate the return of institutionalized de-
velopmentally disabled persons to the community, and (2)
prevent the necessity for admission of such persons to
institutional care.

d) Proposed Expenditures of Developmental Disabilities
Funds for the Current Year
This section of the narrative shall identify the purposes,
priorities and source of funding for carrying out the
State's DI plan. The information shall be specific, and
detailed adequately to document that not less than 30% of
the State's allotment is being expended for DI.  Only the
total amount by source of funds need to be reported in the

Design for Implementation.

X. Relationships of DI Plan to Overall State DD Plan:

Since the statute requires planning and provision of services
and facilities on a priority basis for community programs and
activities, the State finds itself developing and implementing a
"plan within a plan." That is, the overall State DD plan and a
Plan for Deinstitutionalization. The Joint Conference Report on
PL  94-103 states, "the conferees are in agreement that the

development of community resources to serve previously
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institutionalized individuals would be an approoriate purpose
for which such funds could be expended and, where proposed,
would be an integral part of any such (DI) plan and its imple-
mentation." (Report No. 94-473, page 32, dated September 11,
1957.) Accordingly, the DI plan is to address itself to the
developmental disabilities population residing in institutions
and those on the approved waiting list. The planning and
services provided or to be provided within the community are
to take into account the total developmental disabilities
population of the State. It is recommended in the delibera-
tions of the State Planning Council regarding the DI plan that
a representative from an institution participate in these dis-
cussions.

Much of the data requested in this DI plan will have already
been collected and analyzed from the sources needed in prepara-
tion and development of the overall State Plan. In a few iso-
lated instances, the overall State Plan may include the DI pro-
gram of the State. This is satisfactory, provided the State
identifies such portions of the plan as relating specifically to
deinstitutionalization; the plan should also incorporate the
provisions of these Guidelines. It will be necessary, however,
that preprinted Table 4-4(a) be included in the overall State

Plan, and be submitted annually.
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Instructions for Completing

Table 4-4(a)

Summary of Deinstitutionalization Data

The information required for this form summarizes on one page all

of the data and information reported for each institution on

Tables 4-4(b).

Col. 1:

Facility:

Instructions for Completing

Table 4-4(b)

Identify region/area of the State which this report
covers. The data requested are to be completed for each
institution in the area serving the developmentally
disabled. Column 4 is for reporting current data and
Columns 5 and 6 are projections for the next 2 and 3
years.

Give the name of the facility and its local post office

address.

1) As of the last day of the reporting period, i.e., end
of the fiscal year or such other date, record the
number of developmentally disabled individuals
residing in the institution.

2) As a result of needs assessment, record the total
number of developmentally disabled individuals to be

returned to the community.
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2(a) Indicate the number that is to be returned to the
community immediately (see Item 2a of the narrative).

2(b) The number of developmentally disabled individuals
who could be returned to the community but must
remain in the institution because of lack of com-
munity programs/services/facilities (see Item 2b
of the narrative).

2(c) The number of individuals who have been identified
through proper needs assessment as being able, with
additional training services, to be returned to the
community (see Item 2c of the narrative).

Item 3: The number of developmentally disabled persons for whom
institutionalization is appropriate after applying the

criteria included in Item 5 of the narrative.

NOTE: Individuals included in lines 2-4 should not be counted in
more than one item. There should be no duplicate counting;
lines 2-3 should add up to the total on line 1 and the
totals of lines 2a,b, and ¢ add to line 2 Line 5 is not

included in total population.

Iltem 4: As of the last day of the reportinqg period, indicate how
many individuals remain on the approved waiting list
after taking into consideration the policies and factors

set forth in ltem B6 of the narrative.
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Col. 2: Indicate ownership of the facility by the following
intitials:

P = Publicly-owned (State, city, county)

NP = Profit, nonprofit

PVT = Private proprietary
Col. 3: See definition for Institution, Section IV(b).
Cols. 5 Give the best combined estimates of the institution,
local community and the State, in arriving at the
numbers for individuals returning to the least

restrictive environment.
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Tabl e 4-4(a)

Summary of Deinstitutionalization Data

(ODP 4.3)

Current Year

Year Two

Year Three

Total number of institutions in State

Number of institutions owngd by:
State
County
City
Nenprofit organization
Proprietary

Number of institutions by type:

MR School/Hospital

Units of Mental Hospitals
Skilled Nursing Care

ICF/MR

Homes for the Elderly

Other

Total institutional population of State

Total nunber of persons to be deinstitutionalized:

a. Imrediately
b. Awaiting community resources
Cc. Additional training needed

Total nunber for whominstitutionalization

is appropriate

Total nunber approved for waiting |ist
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Tabl e 4-4(Db)

Deinstitutionalization Data

Regi on
. (1)
Facility:
1. Total population of insti-
tution
2. Total number of persons

be deinstitutionalized
a) Immediately
b) Awaiting Conmunity

Resour ces

c) Additional Training
Needed

Total number for whom

institutionalization is
appropriate

Number approved for
waiting |ist

Type of
(wnership | Facility
(2) (3)
X X
to
X X
.4 X
X X
X X
x X
X x

Current

(4)

Year

Esti mated Projections
Year Two

(5)

(DDSP 4. 3)

Year Three

(6)



APPENDIX*

1. System Organization and Accountability

If a DD service system -- or any human services system -- is
to function effectively, there should be an organizational structure
in which responsibility for key actions is clearly assigned and
mechanisms exist by which to hold the responsible actors accountable
for performance. Without clear assignment of responsibility and
accountability, there can be no assurance that services will reach
those who need them and for whom they are intended. The creation
of such a structure is particularly problematic in the case of DD
services, however, because of the multiplicity of agencies with
separate Federal and/or State mandates which command resources
needed for a DD system as broadly defined above. For example,
agencies with resources and authority directly relevant to the DD
population include Crippled Children's Services, State Departments
of Mental Health or Mental Retardation, the Social Security Agency
(for SSI benefits), the State Developmental Disabilities Council ,
the State Department or Bureau of Special Education, the State
Vocational Rehabilitation Agency, etc. Agencies with authority
for generic supportive services include, e.g., the Title XX agency,

agencies or bureaus responsible for Medicaid, ADC and Food Stamps.

It is not likely that a single "Deinstitutionalization" agency

with line authority over the entire system could be created from

*Excerpted from draft report by Human Services Research
Institute and Lewin Associates, Inc., September 1977.
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this multitude of independent agencies. Yet, if organizational
structure is required to achive a DD system, States must find some
way to impose a structural framework, with responsibility and
accountability, on these agencies. While there is no reason to
assert that a particular structure is more likely to be effective
than another, any mode of organization may be considered more likely

to achieve system goals if it meets the following criteria:

- Some form of overall coordination mechanisms has been

created.

- Major elements in the design and implementation of a
DD program to meet needs of persons at all levels of
disability have been identified and agencies/levels
have been selected to have clear responsibility for

each element or combination of elements.

- Agreements have been made that such agencies will in

fact perform specified responsibilities.

- Performance criteria exist by which to determine if
assigned responsibilities are in fact being performed

adequately.

- Authority and mechanisms exist which to assess per-

formance and hold actors accountable.

- Such mechanisms have in fact been used for accounta-

bility.



2. Needs Assessment

The development of infonnation regarding the needs and chara-
teristics of any population for whom services are to be provided is
an important step in the design of a rational service system. With
respect to the creation of a conmmunity-based system for the develop-
mentally disabled in particular, State level policy makers need to
ascertain the total numbers of developmentally disabled persons and
the proportion of those who are and are not receiving services
appropriate to their needs.

This initial step gives the State some sense of the total magni-
tude of the population which may over time come into contact with the
public DD system. As the system progresses, however, needs assessment
should become a more precise and sophisticated activity which concen-
trates on identifiable risk populations {e.g., the middle aged
developmentally disabled person living at home with older parents),
utilizes trend data from other information systems {e.g., infant
morbidity rates), and inspects service patterns and demand over the
life of the program. Clearly, needs assessment is a key element
in the development of a DD system; without this action, steps to
reduce the institutional system and expand community-based resources
would be merely arbitrary and unlikely to produce meaningful progress
toward the DI goal.

Unfortunately, however, there are potential roadblocks to success-
ful needs assessment which many States have or will encounter. One

major difficulty occurs in trying to secure uniformly accurate data



on a statewide basis. Different State and local agencies which
maintain data on the DD population frequently use different defini-
tions of disability and report their data in non-comparable formats.

Additionally, in states where services have not reached into
all geographical areas, it may be difficult to uncover needy cases
which have never come to the attention of public agencies. This
problem is compounded by the reluctance of some parents to come
forth and admit to their child's disability.

In some States, needs assessments have tended to simply estimate
the numbers of individuals in undifferentiated categories (MR, CP,
etc.). A major flaw of such assessments is that they do not measure
the client's ability to function in various social and self-help
contexts nor the services already received by the client, and there-
fore do not lend themselves to a determination of what types of
services are appropriate or actually needed.

Though an initial survey of all potential DD clients is an impor-
tant building block in the early stages of the program, many States
have not developed the technology which allows them to refine the
needs assessment process. "Nose counts" every two or three years
carried out as a result of a special grant or legislative mandate are
insufficient to meet a burgeoning program's need for more focused and
precise information. This problem is compounded if the State has not
developed some general notions of service imperatives at various
developmental stages and levels of funtioning. Age and disability
information is relatively useless unless it is measured against some

norm based on appropriate service configurations.
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It is also not unusual to find that one agency within the State
(e.g., the DD Council) is conductirg a needs assessment which has no
relationship to the major planning processes being carried out by
agencies other than the DD authority. Thus, the data serves only the
narrow function of that agency and is never channeled into the larger
process of priority setting and planning for a comprehensive DI
effort.

A systematic approach to needs assessment, regardless of how it
is organized in detail , would appear to minimally require the

following :

- State has clear definition of service/setting needs for

persons at different levels of disability.

- Data gathering system has clearly measured need as defined
on statewide basis, taking into account services already

provided to the DD population.

- Data is collected on all levels, types of DD persons who

are potential recipients of the State's services.

- Potential demands on particular at-risk populations can

be predicted.

- Data is reported in consistent, usable form.

- Data is updated and refined in timely manner for use in

planning and priority setting.



3. Resource Inventory

Resource inventory is a key element which is integrally related
to needs assessment. If States identify existing and potential
residention and service resources in a manner which is consistent
with the definitions of disability and need used in the needs assess-
ment process, the two sets of data can easily be used to reveal
resource gaps or imbalances which should be corrected by the DD
system.

In addition to establishing the resource baseline on which
the State must build, a resource inventory can help ensure maximum
utilization of needed facilities and services by identifying under-
utilization and can also assist consumers and local case managers in
locating generic as well as specialized services for individual
clients.

The inventory also enables the State to ascertain trends in
the development of resources, to note regional differences in re-
source availability, and to assess service capacity in the private
and public sectors alike. Repeated inventories should also indicate
the extent to which service expansion goals have been realized.

Though a comprehensive inventory of resources can fulfill all
of these expectations, there are several problems and pitfalls which
States have experienced. For instance, some resource inventories
have focused only on medical care and residential settings and have
ignored the myriad of generic support services which DD clients also
require. This means the surveys have only limited utility for

planners, program managers, and consumers.



Some inventory attempts, though they have provided base line
information regarding existing services, have failed to explore the
potential for expansion in the system. These surveys have not
included inquiries regarding the provider's desire and capability to
expand services or to alter current programs in order to serve
additional target groups. This further canvassing is also useful
since it may expose those constraints which the providers feel may
hamper expansion.

Along this same line, State inventories have also tended to be
too simplistic and have ignored the importance of subtle distinctions
which exist among programs (e.g., quality, fees, entry requirements)
in an increasingly decentralized system. These other variables may
significantly affect the actual availability of existing resources.

A systematic resource inventory process, then, would assure that:

- Resources are inventoried statewide (or projected by

target data).

- Resource definition is consistent with needs assessment,
thus permitting matching of needs and resources for all

DD diagnoses and levels of functioning.

- The same format is used for resource inventory by all

sources.

- The process permits assessment of expansion capability.



- The process identifies limits on quality and other

characteristics of resources.

- The resource inventory is updated and coordinated with

planning needs.

- The inventory includes identification of generic resources

avail able to DD clients.

4. Planning and Priority Setting

This key element refers to the difficult issue of deciding
which DO sub-groups, in what order, are to benefit from the applica-
tion of service resources which are universally scarce in comparison
with the resource needs of the entire DD population.

These determinations are the essence of planning and implementa-
tion of any new service effort. However, as is true to some extent
of each of the key elements, planning and priority setting for the OD
are particularly difficult due to the fragmentation of agencies whose
resources could be used to provide the contimuum of services required
to meet the defined DD service system goals. However the leadership
of a State DD effort proposes to order priorities -- by analysis of
needs/resources data, court order, or any other mechanism -- it will
be constrained by this fact. First, different federally-mandated and
State programs may determine their owm priorities for service to
specific population groups. Very frequently , the priority-setting
and implementation planning cycles of individual programs differ, so

that coordination of efforts to ensure consideration of the DO
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population itself constitutes a major obstacle. In addition, the

DD group is inherently a low priority target for services in many
potentially useful programs assessed (e.g., CETA training is directed
at full-time substantial gainful employment and CETA performance is
assessed in large part on the basis of-successful placements; this-
necessarily excludes many DD persons from consideration by CETA).

To the extent that a potential resource program with mandated
target populations (e.g. , minorities, the poor) is willing to include
the DO population as a priority group, it is faced with the technical
complexities of creating sub-gqroups of DD persons who also meet other
categorical program criteria.

Finally, the planning and priority-setting procedures of major
resources such as Title XX and public housing, are structured so that
they require organized political effort by different groups to
achieve priority status. Federal procedural requirements for Title
XX plans, for example, actually create a political arena in which the
needs of one group must be argued against another and elected officials
must ultimately be responsive to the pressures placed upon them by
different groups. The DD population is not effectively organized for
this kind of effort and, indeed, the needs of one sub-group (e.g.,
the mentally retarded) are usually pitted against another (e.g., the
autistic), often with both losing out to more cohesive interests.
State DD officials have not typically seen their role as one of
organizing the DD constituency for such political efforts, and thus

have done little to actively intervene in such planning processes.



The situation described is compounded in, e.g., the CETA program,
which is the responsibility of chief elected officials at the sub-
State level over whom the State has no programmatic control.

Therefore, those who would create a DD service system are faced
with the formidable task of determining priorities within the DD
population to be served and creating mechanisms across resource
programs to ensure that these priorities can in fact be realized; in
the absence of successful mechanisms to ensure multi-agency agreement
on priorities, a fragmentation of effort and ineffective utilization
of resources for the DD population will result.

An effective planning and priority setting process, then, would

include:

A Statewide DD service plan (or coordinated regional

plans which cover the State).

- A planning process which includes participation of

agencies expected to contribute to implementation.

- Consideration of the entire DD population as defined

by State and Federal law.

- Priorities determined on the basis of clear criteria.

- Priorities communicated to resource agencies in a

timely manner.

- Mechanisms developed to secure inclusion of DD

priorities in other agency plans.



- 11 -

- DD priorities actually are included in other agency plans.

5. Resource Development

The development of community-based services and facilities as
alternatives to institutional care has been identified as a major
stumbling block in almost all States which have embarked upon pro-
grams of deinstitutionalization for the developmentally disabled.

One aspect of the problem has had to do with the allocation of funds.
Although, as a matter of policy and intent, many States have given
increasing emphasis to the use of less-restrictive, community-based
settings for care of the developmentally disabled, conventional
institutions have continued to receive a preponderant, and in some
cases, a growing share of available funds. The availability of
Medicaid funds has frequently promoted the use of nursing homes as
placement sites for oersons discharged from State hospitals and
similar institutions, but there is widespread concern that this shift
has not been accompanied by recognizable improvements in the care
such persons receive. Indeed, some have argued that nursing homes

in general retain all of the restrictive features of the conventional
institutions while offering no greater promise of genuine rehabilitation.

In short, funds have continued to flow to conventional institutions
and to a new class of somewhat smaller institutions -- the nursing
homes -- but have not been made available in significant or sufficient
amounts to develop and strengthen the remaining segments of the
"continuum" of alternative care settings and services which have, in
principle, been a necessary component of a community-based service

system.



- 12 -

Even in instances where funds have been made available for
the creation and use of alternatives to institutional care, strong
resistance to the establishment of such alternatives has often been
encountered at the community level. On the one hand, communities
which have a stake -- usually in the form of employment and income --
in the preservation of conventional institutions have lobbied
actively to retain such institutions. On the other hand, many com-
munities and neighborhoods which have been proposed as sites for
alternative care facilities have objected strenuously, raising such
issues as the potential loss of property values and the possibility
of anti-social behavior on the part of the residents of community-
based facilities. Restrictive zoning ordinances have commonly been
used as a means of blocking the establishment of residential facil-
ities at the local level.

Other factors have contributed to the difficulty of establishing
and maintaining less-restrictive, community-based facilities and
services for the care of the developmentally disabled. These factors
include, among others, the lack of trained personnel to staff and
operate such facilities, the inadequacy of measures to insure ap-
propriate standards of care in local facilities, and the unwilling-
ness of existing providers of generic and supportive services to
grant the developmentally disabled access to such services.

It has been far easier, in other words, to discharge the develop-
mentally disabled from conventional institutions than it has been to

provide them with satisfactory alternatives for care in their omn
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communities. This is a truism which permeates the literature and
experience of "deinstitutionalization"” and solidly justifies a great
deal of attention to the problem of resource development.

The characteristics of a systematic approach to this key element

include:

- Provision for front-end financing of small group and

independent living settings.

- Establishment of rate structures which do not discriminate

against community care services for the DD population.

- Establishment of training and technical assistance

capacity to foster quality resources.

- Establishment of mechanisms to overcome State employee

and community resistance to community care.

- Creation of strong linkages between generic services

and individual community care settings.

- Planned growth strategy for resources consistent with

State DD oriorities.

6. Cross-Program Funding

This key element is somewhat comparable to organization in
that it encompasses the mobilization of funding from the multiplicity
of agencies directly or tagentially concerned with DD clients.

These funding streams are thus as fragmented as the organizations
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which dispense them. In addition, as was noted in the resource
development and planning sections, major sources of Federal funds
which could and should be used to support a continuum of services
for the disabled are encumbered with regulations and fiscal incen-
tives which tend to promote care in only certain settings (e.g.,
Medicaid payments for nursing home care) or inhibit substantial
allocation of resources to the severely handicapped (VR, CETA).
However, it is the development of a cross-program funding package
to support the full range of DD service efforts which is the most
realistic available mechanism to ensure that such an effort can be
initiated and continued.

By "cross-program funding package" we do not mean a single
budget which allocates funds across service needs, just as an or-
ganizational structure does not necessarily mean creation of a single
DD agency with direct line authority for the entire effort. In the
case of cross-program funding, States are constrained by the fact
that many important sources of funds for the DD population cannot be
allocated because they are entitlements to individuals; SSI is perhaps
the best case in point. Rather, if the State is to systematically
ensure that funds will be available when and where they are needed, a
funding strategy must be developed which can maximize utilization of
entitlements and at the same time bring about the reorganization of
funding within the system of more discretionary funds (e.g., as
between community-State institutional budgets), and identify other

Federal , State, and local resources to fill gaps.
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A State's approach to this most complex element would be con-

sidered optimal to the extent that:

- Levels of funding needed for DD priorities are clearly
specified on basis of rational criteria, with a clear

timeframe.

- The full range of potential funding resources has been

surveyed.

- Procedures for maximum entitlement resource utilization

have been implemented.

- Binding arrangements for fund allocation have been made

with other resource agencies.

- Procedures exist for packaging and disbursing multi-

program funds.

- Funding is available for all DD priorities.

- The balance of funding is shifting from institutional

to community-based services.
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Type: Program Instructions
Title: Deinstitutionalization

ISSUANCE TO BE REPLACED
New Issuance

BACKGROUND

In 1971 the reintegration of one-third the institutionalized persons with
mental retardation into community settings was launched as a national goal
by Presidential announcement. In that connection, the Developmental
Disabilities Office provided grants to States to initiate the deinstitu-
tionalization (DI) effort and to develop model "Community Alternatives
and Institutional Reform" projects. In the 1975 amendments (PL. 94-103)
to the Developmental Disabilities program, the DI goal was ascribed a
mandated priority with provisions that at least a minimum percentage (10%
in FY 1976 and 30:; thereafter) be expended in that effort from the State's
Federal allotments under the basic services formula grant program.

The Developmental Disabilities 1975 amendments also set out the general
requirements of the DI plan, placing special emphasis on reducing the
number of developmentally disabled persons in institutions in favor of
community life, eliminating inappropriate admissions, and improving all
aspects of institutional programs.

WHAT TO DO W TH ISSUANCE

The attached guidelines set forth the Department's views concerning, among
other things, essential steps for developing a DI plan including the
respective roles of the State, the institution and the community; some
essential factors which should be considered in a DI plan; and expenditures
appropriately chargeable to the State formula grant to be allocated to
deinstitutionalization.

The guidelines also include a reporting format which modifies Table 4-4
of the Guidelines and Instructions for Developing and Preparing the
Comprehensive State Plan for the Developmental Disabilities Program.
States are asked to submit the Tables 4-4(a) and 4-4(b) of these guide-
lines in place of Table 4-4 as part of the State Plan. If a State has
progressed in the development of the FY 1979 State Plan beyond the point
of changing over to the modified tables included in these guidelines, the
utilization of the new tables should be deferred to the next fiscal year.
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SCCPE OF COVERAGE

These guidelines are applicable to State Administering Agencies and
State Councils for developmental disabilities. They are also applicable
to all other entities and individuals in the State and local government
and in the private sector who are in any way involved or concerned with
matters related to the DI process.

DISTRIBUTION

DDO Staff, Regional Offices, Developmental Disabilities Administering
Agencies and State Planning Councils. State agencies and Councils should
make distribution to selected other entities and individuals in State and
local governments and in the private sector who are concerned with the
provision of services for developmentally dlsabled persons, particularly
in institutional settings.
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Francis X. Lynch
Direcror
Developmental Disabilities Office

*Of£ice of Human Development Services *Department of Health, Education,
and Welfare*
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Type: Program Regulation Guide
Title: Program Performance Report (PPR)

ISSUANCE TO BE REPLACED

Replaces TN-77-011
BACKGROUND

The program performance reporting system is designed to meet the requirements
of Title 45 Part 74, CFR implementing Federal Management Circular No. 74.

Part 74 established a regulatory umbrella for DHEWN to implement the Office of
Management and Budget (OMB) Circular N. A-102 "Uniform administrative require-
ments for grants-in-aid to state and local governments".

The PPR is not a financial report and is not restricted to a report of progress
in only those items involving Federal funds under PL. 91-517, as amended by

PL. 94-103. It provides continuity to the accomplishments proposed in the
State Plan for the fiscal year of the allotment, more specifically the Design
for Implementation. An analysis of the report will reflect the extent to which

a State responds to the purposes of the Act under which it receives funds.

The information is to be reported cumulatively each reporting period and will
sunimariz the activities carried on during the period by the State Planning
Council for developmental disabilities, State agencies and subgrantees in
carrying out their approved plans.

WHAT TO DO WITH ISSUANCE

The PPR information will be of prime importance to the Regional Office in
connection with its functional responsibilities in monitoring State accomplish-
ments under the developmental disabilities formula grant program and in
assisting State Councils and agencies to resolve problems they may have in
meeting their established goals and objectives. The importance of the PPR in
terms of (a) implementation of the Developmental Disabilities program at the
State level in compliance with its State Plan, (b) the monitoring responsi-
bilities of Regional Offices and, (c) the legal reporting requirements con-
tained in FM Circular No. 74 and in Section 133(b) (10) of the Act, makes it
imperative that Regional Offices insure the timely submittal of the PPR.
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In these regards, the Regional Office Developmental Disabilities Director
should take into consideration the reviews and comments on the PPR, from
regional office representatives of other HBN programs. On the Central Office
level the information provided by this report will provide an important base
for a national overview of program direction and accomplishments and for
other needs including program accountability, Congressional information,
reports to the National Advisory Council, public information.

The FPR or an adaptation of it could be utilized at the State level to get

data and information from recipients of Developmental Disabilities Federal
funds, to be then translated to the requirements of the PPR.

SCQPE_OF COVERAGE

These guidelines are applicable to State Agencies which are designated
to administer or supervise the administration of all or portions of the
State Plan, They are applicable to State Councils for providing informa-
tion on progress in Council objectives to be included in the PR The
completed PPR provides the State Council with information useful to
monitoring the implementation of the State Plan.

DISTRIBUTION

Regional Offices, State Planning Council, State Administering Agencies,
all recipients of DD Formula grant funds under the State Plan, other
public or private entities responsible for the accomplishment of State
Plan objectives as described in the Design for Implementation.

P
-
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S AN,
Francis X. Lynch ’
Director
Developmental Disabilities Office

*Office of Humen Development Services* Department of Health, Education,
and Welfare*
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PROGRAM PERFORVANCE REPORT
DEVELOPMENTAL DI SABI LI TIES BASI C FORMULA GRANT PROGRAM
(TITLE 1, PART C, P.L. 91-517
AS AMENDED BY P.L. 94-103) **

GUI DELI NES

A PURPCSE:

Thi s program perfornmance reporting system is designed to nmeet the

requi rements of Title 45, Part 74, CFR inplenenting Federal Managenent
Crcular No. 74.7, formerly Ofice of Management and Budget (QVB)

Crcular No. A-102 "Uniform Administrative Requirenents for G ants-in-

aid to State and local Governnents." These requirenents place reliance
on the collaborative work of the State Council and adm ni stering agenci es,
particularly the State agency for devel opnental disabilities, to nanage
day-to-day operations of the program

Subpart J, Section 74.80 through 74.86 of the Regul ations sets forth
the requirenents for nonitoring and reporting program performance under
DHEW grants, including Devel opnental Disabilities Basic Fornula G ant
Program (CD Program), and refers to relating program acconplishnments to
program pur poses and objectives. The PPR is not a financial report and
it is not restricted to a report of progress in only those activities

i nvol ving Federal funds under the DD Program It docunents the pro-
gressive achi evenent of goals and objectives which are specified in

the State Plan (Specifically the DFlI) for devel opmental disabilities,
and identifies financial and program commitments for such purposes

It reflects: (1) the extent to which resources are being identified
and utilized, (2) the manner in which gaps in the service program are
being filled, (3) the extent of program commtments by various public
and private agencies toward specialized and generic services for the
devel opmental | y disabled, and (4) the extent to which coordination is
achi eved anong agenci es.

The information to be reported will update the status of activities carried
on during each reporting period by the State Council, the State agency or
agencies, and the subgrantees in carrying out the approved State Pl an.

This performance reporting is only one elenment in the eval uation respon-
sibilities of State Councils and agencies under the DD Program The nethodo-
| ogy adopted by the State Council and agencies to evaluate the effectiveness
of the State in meeting the needs of persons with devel opmental disabilities
are described in the State Plan, in accordance with applicable provisions

of legislation, regulations and guidelines.

**The Mental Retardation and Community Mental Health Center- Constructions
Act (P.L. 88-164) as anended by P.L. 91-517 and P.L. 94-103,



B . REQUIREMENTS :

1.

Program Performance Reports require a brief presentation of
the actions under each goal and plan year (Fiscal Year)
objective which involve planning, administration, provision
of services, or construction of facilities under the State
Plan, including:

(a) A comparison of actual accomplishments to the
goals and Plan Year objectives established for
the period. (Site visits, in addition to written
reports, may be utilized by representatives of
the State Planning Council and the State administer-
ing agency(ies) to review program accomplishments
and management control systems of subgrantees, and
to provide such technical assistance as may be
required. Appropriate DHBNV regional and central
office representatives have the option of joining
the State representatives in the site visits, or
perform independent site visits, if the need is
indicated.)

(b) Reasons for stoppages (in program progress, time
frame, etc.) in instances where established objectives
are not being met.

(c) Other pertinent information.

Program Performance Reports are to be prepared by the State
Agency(ies) based on data and information for the reporting
period provided by each agency and organization contributing
to the accomplishments of the objectives included in the State
Plan for the current fiscal year. The reports are to be sub-
mitted to the Regional Office through the State Council for
its review and comments. SOTE: The Plan Year objectives
described in the State Plan are required to be quantified and
measurable.

(a) The goals to be addressed in the PPR are those described in
the State Plan Eor which Plan Year (fiscal year) objectives
are established:

1) Table 6-1 (Goals)

2) Table 6-2

3) Table 4-4 for Deinstitutionalization

4) DFI- actions (projects, programs, other activities) to
be undertaken (Table 6-3).



Some goalsareaddressedinthelegislation:

@ to eliminate inappropriate  placement in institutions of
persons with  developmental disabilities;

12) to improve the quality of cme and the state o
surroundings of persons for whom institutional
cane is appropriate;

(3) to provide for the early screening, diagnosis, and
evaluation including material care, developmental
screening, home cme, infant and preschool  stimulation
pograms, and parent counseling and training) of
developmentalty disabled infant and preschool children,
particularly those, with multiple handicaps,

4) To provide for counseling, program coordination, follow-
along services, protective services, and personal
advocacy on behalf of developmentally disabled adults;

5) to support the establishment of community programs as
alternatives to ingtitutionalization and support such
programs which are designed to provide services for
THE care and habituation of persons with developmental
disabilities, and which utilize, to the maximum extent
feasible, the resouces and personnel in related
community programs to assure full coordination with
such programs and to assure the provisions of
appropriate supplemental health, education, and
social seoices for persons with developmental
disabilities.

3. (b) The PXK status sheet (with instructions) is provided for
reportingprogresstowardstatedgoals,objectives,and
activities.

4. Significant developments which occur between scheduled program
performance reporting dates will be reported as an Interim
PRR in accordance with the Submittal Procedures (C.I and C.2).
Favorable developments or events which enable meeting objectives
sooner or at less cost or with greater benefit than anticipated,
adverse developments seriously impairing the attainment of
objectives as planned, remedial actions taken or contemplated,
or major changes in utilization of Federal DD funds should be
reported. A State Plan revision reflecting these changes must
be submitted as applicable.



PROGRAM PERFCRVANCE  REPCRT

DEVELCPMENTAL DI SABI LI TI ES BASI C FCRMULA GRANT PROGRAM
(TITLE 1, PART C PL 91-517
AS AVENDED BY P.L. 94-103)*

I NSTRUCTI ONS

A PPR Status Sheet shall be prepared for each Tabl e 6-3 which has

been submtted in the State PMan. Itens on the Status Sheet correspond
to the itens on Table 6-3 (Design for Inplenentation) and Table 6-4

if construction projects are involved. Accordingly, a nunber of itens
need only be restated as they appear in the DFl of the State Pl an,
especially itens 1, 2, 3, and 4. The other itens should report what
has actual |y happened relative to the DFI. For exanpl e:

Item 5: Show actual beginning and proposed endi ng date
of activity (tine frane).

Item6: Show actual cumul ative expenditures, progressively
each reporting period.

Item 7a:  Show the cumul ative nunber of DD persons by service
and disability served by activity through the
reporting period. (Explain further in Item214).

Item 7b:  Show the nunber of new DD persons served during the
report period which shall have been included in the
totals entered in 7a. (Explain further in ltem14).

Iltem 7c: Briefly identify the reporting period acconplishnents
toward non-service type activities. (Explain further,
if necessary, in ltem15).

Iltem8: State steps taken since last report period (e.g. 1. agree-
ments with Agency "A" finalized;, 2. staff recruited, etc.)
to acconplish activity toward realization of objective.

Iltem9: Briefly state nmonitoring and evaluation findings (e.g. in
line with anticipated progress in quality and quantity,
etc.).

Item10: State cumul ative status of achievenent (e.g. in percentage
of achi evenent, or by other measure) according to criteria
given in the State Plan for this activity.

Item 11: State (a) barriers (surnountable) or stoppages (insurnountable)
to acconplishnent of activity as related to the objective
inability to effect coordination. admnistrative or
legal constraints, etc.) and (b) needs for changes.



Iltem 12:

Iltem 13:

Iltem 14:

| torn 15:

Iltem 16:

Need for Technical Assistance: Specify type needed,
by whom, possible source, and time frame.

In a concise narrative briefly relate unique accomplish-
ments and successes of the State Administering Agency(ies)
including: New types of programs, new monitoring or
evaluation instruments, publications, processes, imple-
mentation of service coordination and improvement
strategies which, in the judgment of the State Administer-
ing Agency (or the State Planning Council) resulted in
significant improvements in the DD service system and
which they believe can be replicated or otherwise
utilized by other States.

If necessary, continue a narrative for 7a and 7b giving
overall breakdown of totals, if applicable, in terms (for
example) of turn-over of Pre-School, School Age, and Adult
persons; severity of disabilities: special groups served
(persons from poverty pockets, native Americans, etc.).

continue, if necessary, a narrative clarifying statements
given in Iten 7c.

In a concise narrative, continued on a separate sheet,
list the significant achievements by State Planning
Council in:

a. (I) Planning activities (extent accomplished in-
cluding programs accessed, other successes);

(2) Influencing accomplishments (including coordi-
nation effected among programs, advocacy. etc.);

(3) Evaluation (including evaluation of Council's
owvn activities, findings in evaluation of State
Plan, method of Council reviews of Agency
service and program evaluations).

b. Include information on difficulties encountered by
the State Planning Council in the performance of
its duties as outlined in Section 137(b) of the
legislstion, covering such matters as staff adequacy,
review of other State Pl ans, and other issues which
might inhibit Council operations.

The Council may enclose other reports which have
bearing on the accomplishments or difficulties of
the Council.
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TRANSMITTAL NOTICE
DEVELOPMENTAL DISABILITIES OFFICE
Date:
‘TRANSMITTAL
Issuance No:  DDO-SPO-40-002 May 91978
Type: Program Regulation Guide
Title; Protection and Advocacy (P&A) Program Performance Report (PPR)

ISSUANCE TO BE REPLACED

New Issuance

BACKGROUND

The program performance reporting system is designed to meet the requirements
of Title 45 Part 74 CFR implementing Federal Management Circular No, 74.
Part 74 established a regulatory unbrella far DHPW to implement the Office of
Management and Budget (OMB) Circular N. A-102 "Uniform administrative require-
ments for grants-in-aid to State and local governments".

The PPR is not a financial report and is not restricted to a report of progress
in only those Items involving Federal funds under P.L. 91-517, as amended by

P.L. 94-103. it provides continuity to the accomplishments proposed in the
Protection and Advocacy State Plan for the fiscal year of the allotment. An
analysis of the report will reflect the extent to which a state responds to

the purposes of the Act under which it receives funds.

The information is to be reported cumulatively each reporting period and will
summarize the activities carried on luring the period by the State Protection
and Advocacy agencies.

WHAT TO DO WITH ISSUANCE

The PPR information, will be of prime importance to the Regional Office in
connection with its functional responsibilities in monitoring State accomplish-
ments under the developmental disabilities P& A formula grant program and in
assisting State P&A agencies to resolve problems they may have in seating their
established goals and objectives. The importance of the PPR in terms of (a)
implementation cf the P&A program st the State level in compliance with its
State Plan, (b) the monitoring responsibilities of Regional Offices and, (c) the
legal reporting requirements contained in FM Circular No. 74 make it imperative
that Regional Offices insure the timely submittal of the PPR.

In these regards, the Regional Office Developmental Disabilities Director may
take into consideration the reviews and comments on the PPR, from regional
office representatives of the HEW programs. On the Central Office level ?he
information provided by this report will provide an important base for a national
overview of program direction and accomplishments and for other needs including
program accountability, Congressional information, reports to the National
Advisory Council, public information,
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SCCPE OF COVERAGE

These guidelines are applicable to State P& agenci es which are designated
to admnister or supervise the admnistration of all or portions of the
P&A State plan.

DI STR BUTI ON

Regional Offices, State Protection and Advocacy Agencies, State planning

Councils, and GDS Central Register.
-
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Francis X. Lynch

Director

Devel opnental Disabilities Gdfice

#0ffice 3f Suman evalopoent Serrlces*Department of Health, I:olzazi:iz,
and Welfara*
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A.

INTERIM

PROTECTION & ADVOCACY FROGRAM PERFORMANCE REPORT

Purpose
The Interim P&A Program Performance Report documents the activities of the
State P&A agencies in the achievement of their stated goals and objectives

It provides the means for measuring the output of the agencies in terms of

their case intake and results, and in addition, will provide the necessary
program data to DDO for national planning purposes. Specifically, the report
will reflect, among other things:

1. the extent to which resources are obtained, managed and utilized;

2. the methods used by the P&A agency to publicize its activities and
services and to attain general public awareness of the program;

3. the means by which developmentally disabied persons and/or their
parents, guardians and representatives may access the services
provided;
the number and manner of handling incoming cases;

5. the kinds of actions taken by the agency in pursuit of its objectives;

6. the ongoing liaison and coordination between the agency and other PRA
organizations;

7. the types and extent of training activities being conducted by the
agency and for whom; and

8. the published by-products of the agency efforts.

The information to be reported will document and update the status of activi-
ties carried on by the P&A agencies during each reporting period. The data
will assist Central and Regional offices of DDO in evaluating the progress

of the P&A agencies.
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B. Requirements for Reporting

1.

2.

The Interim R&A Program Performance Report requires a simple tabulation
and recording of the intake of P&A cases and their disposition, as well
as a very brief description of some ongoing activities under separate
headings, - all of which are and will be related to R&A State Plan
goals and objectives.

A simplified analysis of program commitments has been devised which
reflects trends and a cumulative Y ear-to-Date figure by category.
Instructions for the preparation of narrative reports and tables are
provided under Section D of these Guidelines. R&A agencies should be-
gin to record and tabulate the required information on a daily, weekly
and monthly cumulative basis, so that the transfer of data to the Interim
A Program Performance Report will be greatly facilitated.

Between scheduled reporting dates, events mey occur that will have a
significant impact upon the RRA operation. These should be reported
and forwarded as amendments to the previous period, and could include
such things as noteworthy court cases or decisions, or perhaps the

settlement of an administrative procedure which resulted in a client

or clients obtaining important remedies via negotiation.

C. Submittal Procedures

1.

The original and three (3) copies of the quarterly or Significant Impact
report are to be transmitted to the Regional Director for DD. The
original and one copy will be retained by the regional office and one cop)
will be forwarded by the regional office to the R&A Section of DD in
Washington, DC. The other copy nmey be sent by the regional office to

other bureaus within the region concerned.



2. The Interim RRA Program Performance Report must be received at the
regional offices no more than 15 days after the end of the period
covered by the report. The fourth quarterly report for the year must
be submitted to the regional office no more than 30 days after the
end of the fiscal year. The reporting schedule for each fiscal year
i s as follows:

1st Submittal: Due April 15, covering the first two
quarters of the fiscal year.

2nd Submittal: Due July 15, covering the third quarter
of the fiscal year.

3rd Submittal: Due November 30, covering the fourth

quarter of the fiscal year.

D. Instructions for Preparing the Period Status Report
Each section of the Status Report should be completed by the R&A agency.
In the event that there is no activity under a given section during a
reporting period, the words, Nothing to Report" should be entered in the
appropriate space(s). The following specific instructions cover sections
or parts indicated:
Transmittal Statement:
Must be filled in and signed by the State's R&A agency Director. Underneath
the signature, the information re: the Director and the staff should be
listed in the spaces provided. Staff paid by other than P&A funds, e.g.,
CETA, should be noted.
Section A. This table will provide immediate and cumulative data on the

numbers of clients served by the agency. Column #1, (Open at Start of



Period), plus Column 2, (New Cases), MINUS Column 3, (Closed or Resolved),
will result in the number entered in Column 4, (Still Open). Note that for
the next reporting period, the amount in Column 4 will become the amount
placed in Column 1.

Section B. Place total numbers in appropriate boxes. Be sure to identify
"others" if listed. It is conceivable that for this section, the same
person who has more than one complaint or grievance will be counted more
than once. (See footnote on P. 9). This will be corrected under Section
E, (page 10), which asks for an unduplicated count by individual cases.

Section C. The "Problem Areas" to be identified in this section are somewhat

subjective. Therefore, the reporting agency should, after categorizing the
data to be entered, use the same criteria in subsequent reporting periods so
that the data will be consistent in all of the agency's records.

Section D. This listing may not cover all of the types of services covered
by all the P&A agencies. For this reason, blank lines have been left under
each main category so that such service(s) may be listed. Again, where this
is done, the agency should use the same criteria in subsequent reporting
periods as well as to describe the service(s) in other sections or under
separate reports.

Section E. This section reflects a "corrected" figure for reports under
Sections B and C. It should show the actual number of individuals served,
counted only once per person, to rectify any overcount, if present.

Section F. The totals entered in this table will reflect the commitment of
resources by the agency for listed categories. It is not necessary to give
a financial accounting of agency expenditures, for this information will be
forthcoming via HBNV Form 601T at a later date. We are looking only for

"program” commitments, i.e., those resources allocated for a specific program
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feature. The "total" column at the bottom of the table will reflect total
cumulative commitments of both Federal as well as non-Federal resources;
the TOTALS column to the right of the table will reflect totals for the
various "program" commitments. BOTH must be filled out.

Sections G through Section O:

The data requested in these spaces should, in most instances, be brief. w
are not looking for a repeat of the P&A State Plan submitted in FY 1977-
However, where necessary, updates should be described, and significant
happenings not previously reported or follow-ups of previously reported
information, should be included. (NOTE: IF ADDITIONAL SPACE IS REQUIRED
UNDER THESE SECTIONS, USE SEPARATE SHEETS PROPERLY IDENTIFIED AND INSERT

IN APPROPRIATE SPACE IN REPORT.)



-Em

STATE

Interim P&A Program Performance Report

fiscal year: period ending:

Prepared R Submitted by:

Home of State P&A Agency Signature of Responsible Official

Address uf Agency Date of Report

Date forwarded to Regional Office

TRANSMITTAL STATEMENT

The
(insert name of the State P&A Agency)

herewith certifies that it has prepared and submitted this report pursuant to Sec. 1.7 of
the P&A Preprint for FY 1978, and that it reflects an accurate description of its program

operations in accordance with its stated goals and objectives

Date Signature of State FRA Director

Type name, address, zip code, telephone #, incl. area code, in space below:

List the additional staff employed in Agency; indicate type of work, e.g., professional,
clerical, rtc., & by whom paid. (Use additional page if necessary.)



B.

INTERIM P&A FROGRAM PERFORMANCE REPORT
IMVIARY SHEETS

INDIVIDUAL CLIENT/CASE STATISTICS

#Open at Start
of Period

#New Cases

#Closed or
Resolved

#Still
Open

#This Period

#Yr.—-to—Date

DEMOGRAPHIC TATA {By #s of Clients:)*

1. Age Categories

#This Period

# Year—to-Date

Ages: 0-5 ®
6-16
17-34
35 & Over
Bv type of DD:
a} MR
b} CP
¢) Ep.
d) Autism
e) Dyslexia (If associated with above |(g) (b} {(c) {d)
f) Others {identify): (If associated with above (a) (b) (e} {d)

Geographic Areas (where cases originate

a) Urban

b) Suburban

¢) Rural

d) Out—of-State

e) Institutions

£) Others, (1dentifv):

Who 1nitiates request for services:
a) family
b) friend

¢) consumer (self)

d) Service Provider Agencv

) Others. (identifv):




Informed of P&A Agency via:
a} TV

# This Periocd

#Year-to-Date

b} Radio

c) MNewspapers, Pericdicals, Publ., ehc.

d) Posters

e} Word of mouth, by:

l, Service provider

2., Counselor

Friend

3.
4. Consumer Advocate
5. Others, (identify):

SCOPE _OF | NTERVENTI ON*

Problem Areas Identified

# This Period

#Year-to-Date

1. Abuse/Neglect

2. Inappropriate Institutionalization

3. Discrimination in Employment,
Housing. etc.

4. Non-proviegion of services mandated by
law, e.g., richt to education, etc.

5. Other needed services not being pro-
vided, e.g., housing, trangportation.

6. Need for financial resources, e.g.,
Welfare, SSI, VA, etc.

T. Others, (identify):

TYPES OF SERVI CES RENDERED

1.

Conplaints re: Rights & Services

a)  Bducation

#This Period

#ir.~to=-Date

b) Employnment

c) Residency

d}  Support or Financial Assistance

e} (Case Management

£} Supervision/Monitoring

g} Others (identify):

¥ Statistics for this section may reflect duplicated counts, i.e., a single
individual who has more than one problem or grievance and is counted more

than one time.
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SFECTION G. List hereunder any new. methods or approaches used by the Agency to
publicize its activities and to achieve program awareness among the
public and clients. (NOTE: DO NO REPEAT MTHODS ALREADY REFORTED

IN THE FY 1978 STATE PLAN.)

SECTION H. Briefly list any up-date, if appropriate, of the method(s) by which
clients or their representatives may access the services provided

by the Agency.

of recording complaints received from

SECTION 1. List new methods, if any,
various sources. Enclose sample forms, if available. (Do not repeat

previously reported descriptions.)

Briefly describe any new system(s) for information and referral used,

SECTION J.
and the manner of follow-up on referrals made to other agencies. En-
if available. (Do not repeat previously reported

close sample forms,
descriptions.)

Briefly describe any ongoing or intermittent training taking place in
the Agency during this period. (Do not repeat previously reported

items.)

SECTION K.
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SECTION L. List any SIGNIFICANT EVENTS concerning the Agency's operation during
this period. (This could include significant court decisions, cases
taken to arbitration, newsworthy items, etc., not previously
reported.)

SECTION M. Briefly describe any publications in process or completed during
this period. (Submit copies, if available. )

SECTION N. Briefly describe any agreements entered into with other public or
private advocacy or service-provider agencies, during this period,
which will greatly benefit the client population. (NOTE: if this
is reported under SECTION L., (SIGNIFICANT EVENTS), do not repeat
here. )

SFCTION 0. Aside from the need for additional financial resources, briefly
identify in this Section the problems or barriers faced by the
Agency in its day-to-day operations during this period.




DDO0-3P0-40-GQ2
TN-78-012

TRANSMITTAL NOTICE
DEVELOPMENTAL DISABILITIES OFFICE

Date:May91978

Issuance No; DDO0-SP0-40-002
Type: Pragram Regulation Guide

Title: Protection and Advocacy (P&A) Program Performance Report (PPH)

ISSUANCE TO BE REPLACED

New Issuance

BACKGPOQUND

The program, performance reporting system is designed to meet the requirements
of Title 45 Part 74, CFR implementing Federal Management Circular No. 74.

Part 74 established a regulatory umbrella fur DHEW to implement the Office of
Management and Budget (OMB) Circuler 4. A-102 "Uniform administrative require-
ments for grants-in-aid to State and local governments''.

The PPR is not a financial report and is not restricted to a report of progress
In only those items involving Federal funds under P.L. 91-517, as amended by

P.L. 94-103. It provides continuity to the accomplishments proposed in the
Protection and Advocacy State Plan far the fiscal year of the allotment . An
analysis of the report will, reflect the extent to which, a state responds to

the purposes of the Act under which it receives funds.

The information is to be reported cumulatively each reporting period and will
summarize the activities carried on during the period by the State Protection
and Advocacy agencies.

WHAT TO DO WITH ISSUANCE

The PPR information will be of prime importance to the Regional Office in
connection with its functional responsibilities in monitoring State accomplish-
ments under the developmental disabilities A formula grant program and in
assisting State P& A agencies to resolve problems they may have in meeting their
established goals and objectives. The importance of the P&R in terms of 'a)
implementation of the P&A program at the state level in compliance with its
State Plan, (b) the monitoring responsibilities of Regional Offices and, (c) the
legal reporting requirements contained in FM Circular Nc. 74 make it imperative
that Regional Offices insure the timely submittal of the IPR.

in these regards, the Regional Office Developmental Disabilities Director may
take into consideration the reviews and comments on the PPR from regional
office representatives of the HEBW programs, On the Central Office level the
information provided by this report will provide an important base for a national
overview of program direction and accomplishments and for other needs including
program accountability, Congressional information, reports to the National
Advisory Council, public information.



protection and Advocacy Programs Performance Report
Page 2

SCOPE OF COVERAGE

These guidelines are applicable to State P&A agenci es which are designated
to admnister or supervise the admnistration of all or portions of tie
P&A State Plan.

DI STR BUTI ON

Regi onal Offices, State Protection and Advocacy Agencies, State Pl anning
Councils, and OHDS Central Register.

|-
<

Francis X Lynch /
D rector
Developmental Disabilities Office

*0Office of Humen Development Services Departmentent of Health, Education,
and Welfare*
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HABI LI TATI ON PLANS (IHP)

Developmental Disabilities Office
Officeof Human Development

US. DEPARTMENT OF HEALTH,
EDUCATION, AND WELFARE




DDO-SP0O-20-001

TN-77-009
TRANSMITTAL NOTICE
Developmental DI SABILITIES  OFFICE
Date
TRANSMITTAL
SEP 2 3 1977
I ssuance No.: DDO-SPO-20-001
Type  Program Regul ati on Qui de
Title: I ndividualized Habilitation Plans (IHP)

| SSUANCE TO BE REPLACED

New | ssuance
BACKGROUND

The Devel opnental Disabilities Act as amended by PL 94-103, Section 1386.47
of the Regulations, requires that after Septenber 30, 1976 an | ndividualized
Habilitation Plan (1HP) be devel oped for each DD person receiving services
froma programwhich receives funds under Part C of the State's allotment.

The IHP is a docurment by which the agency and the DD client jointly formulate
specific short and long term goals, objectives, and services needed for the
devel opnent of the client. It also serves as a nmethod for evaluating the
quality and performance of the service agency in regard to client progress
and desirable outcome of the client.

WHAT TO DO W TH | SSUANCE

The attached guidelines set forth the Department's view as to the kinds of
details which should be included in the IH? in order for it to meet statutory
and regulatory requirements. These guidelines give further insight into
regulatory requirement by informng States of the essential elements and
derails needed to develop an appropriate |HP. It is the intent of the guide-
lines to allow for flexibility in tailoring the IH> to specific state/program
needs.

Section H of the State Plan. Tables 3-10 serves as the reporting mechani sm
for the | HP.

SCOPE CF COVERACGE

These guidelines are prinarily applicable to the State Agency and prograns of
any agency, facility, or project receiving funds under Part C of the State

al | ot nent .

DI STR BUTI ON

DD staff Regional Ofices, State Planning Councils, State Agencies, constituent
organi zations. OHD Central Register. State DD adm nistering agency(ies) should

make further distribution to local grantees receiving DD funds.
< .
-7 é‘fk
,y—d\_,p...——(.-"
ancls X. Lynch

Di rector
Devel opnental Disabilities Ofice

*Office of Human Devel opnent *Departi Dent of Health, Education, and Wl fare*



QJ DELI NES

Individualized Habilitation Plans (IHP)

|I. Purpose of Guidelines:

The requirement for individualized habilitation plans in P.L.
94-103 is intended to initiate and formalize individual program
planning and case management practices for developmentally
disabled persons receiving services under Part C of the Act*. I't
requires the setting of goals and objectives, means and time
frames for achieving them; formalizing the responsibilities of
both the client and the service agencies in carrying out the
implementation of the plan; and assure participation by the

person for whom services are planned.

1. Legislative Authority:

Section 112(a) of the Developmental Disabilities Services and

Facilities Construction Act as amended by P.L. 94-103.

ill. Regulatory Authority:

Department of Health, Education, and Welfare regulations, Section

1386.47.

*42 U.S.C. 6001, et seq.: P.L. 91-517, as amended by P.L. 94-103-
All references to "The Act" in these guidelines are to P.L.

91-517, as amended by P.L. 94-103.



V. Nature of the Pl an:

The initial plan should be understood as the starting point O
the primary agency's program of services, subject to addition and
anendnent by appropriate staff involved in individual program
pl anning from i ntake through diagnosis, evaluation, and a goa

oriented devel opnental program

The initial plan and all subsequent entries should be dated and
the plan should be a separate, identifiable part of the case
record. The habilitation plan is essentially a plan of action
enphasi zing goal s, objectives and action steps. Because the plan
is developed wth participation by the devel npnentally disabled
person involved, it should be a statenment of understanding
between the client and the agency regarding rights and

responsibilities of each.

V. Content of Pl an:

in order to conply with the mnimum requirenent as nmandated by
Section 112 of the Act, the individualized habilitation plan
shall incorporate the followng criteria:

1. IHP shall be in witing;

2. IHP shall be jointly developed with a representative(s) of
the program primarily responsible for delivering or
coordinating the services and the devel opnental ly disabled
person or where appropriate, the person's parents or
guardi ans;

3. IHP shall state the long-term habilitation goals, and the

-2-



intermediate habilitation objectives relating to the

attainments of each goal;

4. IHP shall state each objective specifically and in sequence
and in behavorial or other terms that provide measurable
indices of progress. It must:

a) Describe how each objective will be achieved and the
barriers preventing achievement.

b) State objective criteria and an evaluation procedure and
schedule for determining whether the objectives and
goals are being achieved.

c) Provide for a program coordinator who will be
responsible for the implementation of the plan.

5. IHP shall specify the role and responsibilities of all
parties to the implementation of the plan;

6. IHP shall be reviewed annually by the coordinating or
primary agency responsible for the delivery of services
with the developmentally disabled clients and where

appropriate, the parents or guardians.

VI. Development of the Plan:

The Act requires joint participation in the development of the

plan by representatives of the primary service delivery agency,

the developmentally disabled person for whom the plan is made or
where appropriate, the developmentally disabled person's parents
or guardians, or other interested persons such as a

representative of the State Protection and Advocacy System.

-3-



When it is not possible to determine in an individual case which
service agency is the primary service delivery agency to
participate in the development of the habilitation plan, the
agency receiving funds under Part C of the Act shall assume
responsibility for development of the Plan. If more than one
agency serving a developmentally disabled individual receives
funds under Part C of the Act, the agency providing the program
meeting the most basic and prevalent need of the developmentally

disabled individual shall assume the planning responsibility.

In those instances where the primary service delivery agency is a
State Rehabilitation agency providing services under P.L. 93-516,
as amended, the Individualized Written Rehabilitation Program
(IWRP) would serve as the habilitation plan required by the

Developmental Disabilities Act.

In those instances of ICF-MR residential services, the

regulations implementing the Title XIX program are sufficient to
meet the requirements for the habilitation plans for DD persons
if the ICF individual plan of care includes other services that
are appropriately provided to a DD client by an agency funded by

Part C funds.

To assure that services will be coordinated with the primary
service delivery agency and the principal agencies and programs
concerned with services to the client, a written agreement of

understanding will be developed between the primary service



delivery agency and the developmental disabilities service agency
delineating the mutual objectives and the respective roles and

responsibilities of the parties to the agreement.

To reemphasize, a habilitation plan means an individually-
determined, focused and organized effort to fulfill each DD
person's fullest functional capacity. It requires an integrated
and individually tailored program of services directed to
achieving developmental objectives that can be measured in
behavioral terms. In order to plan and implement such a program
for each client, specific developmental needs of the client must
be identified establishing priorities for meeting all of them at
once, determining programs for meeting the priority objectives,
and assigning responsibility for carrying out those programs;
reviewing on a regular basis, and at least annually, the client's
progress toward the objectives set; and modifying the objectives
and/or the programs in the light of the current progress of the

client.

VIlI. Reporting; Form:

The following proposed habilitation plan form is a suggested form

to be used or adapted as appropriate.



PROPOSED INDIVIDUALIZEDWRITTENHABILITATIONPLAN

Date:

Name of Client

You currently have been found to be in need of the following services,

programs or activities to accomplish the goals and objectives set forth

in this document.

This is your Habilitation Plan. It contains understanding and a plan of

action vhich were previously discussed with you and/or guardian.

Understanding

It is understood that this plan, developed jointly by the client and coun-

selor, is subject to change on the basis of changing circumstances and

new information.

Annual Review of Plan
It is understood that at least annually there will be a review of this
plan at which time the client will have the opportunity to jointly re-

develop its terms.

Client Responsibilities

In this section list any agreed upon client responsibilities



Plan

Goads ~ Long-Tern

List goals to be completed by this program.
The goals should reveal. assumptions being mede about the future

effect of program treatment on client (include target date).

Short-Term Objectives

The short-term objectives should reveal events, activities, strate-
gies to be used by the agency in achieving objectives. (Include

name of unit, other agencies or outside activities).

Activities to Achieve Objectives

Describe those activities that will be part of the program treatment

such as:

1. Medicd

a Long term (one year plus)

b. Short term (one year or less)

c. Needed, but unavailable

d. Alternative treatment

2. Social Devedopment

a Long term (one year plus)

b. Short term (one year or less)

c. Needed, but unavailable

d. Alternative treatment



3. Developmental

a. Long term (one year plus)

b. Short term (one year or less)

c. Needed, but unavailable

d. Alternative treatment

4. Educational

a Long term (one year plus)

b. Short term (one year or |ess)

c. Needed, but unavailable

d. Alternative treatment

5. Other

State specifically and in sequence, and expressed in behavioral or other
terms that provide measurable indices of progress (with target dates and
agencies.involved). Describe how objectives will be achieved and list

awy barriers that might interfere with their achievement.



IV. ldentification of Services and Agencies Involved in Plan

Primary
Agency
Needed- Un- Starting Ending Providing
Yes No Available Date Of Date Of Service
1. Evaluation
2. Diagnosis
3. Treatment
4. Day Care
5. Training
6. Education
7. Sheltered Employment
8. Recreation
9. Personal Care
10. Domiciliary Care
11. Special Living
12. Counseling
13. Information
14. Follow-Along
15. Protective
16. Transportation

For each service to be provided, describe the personnel
necessary for the provision of such services.

and qualifications



V. Evaluation of Plan

In this section, describe criteria and evaluation procedures

(with dates) to be used to determine outcome of objectives and goal(s),

VI. Anticipated Future Needs:

In this section, describe any anticipated developmental or medical factors

that may occur or continue for the client over his life span, and

list possible needed services to be required.

VII. Client Participation in Costs of Services, and Similar Benefits

(If applicable, summarize the particulars of client participation in
the cost of any of the planned services, or the particulars regarding

the use of any similar benefits for which the individual is eligible).

VIll.Viewsoftheclientregardinggoals,objectives,andservicesplanned.
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| have participated in the development of this

Habilitation Plan. | understand and accept it.

Client and/or Guardian

Name of Agency Representative

- 11 -



VOLUNTEER SERVICES

Developmental Disabilities Office
Office 'of Human Devel opment
U.S. DEPARTMENT OF HEALTH,

EDUCATION, AND WELFARE




DDO-SP0O-00-001

TN-77-006
TRANSMITTAL NOTICE
DEVELOPMENTAL DISABILITIES OFFICE
Date:
TRANSMITTAL SP 231977
Issuance No.: DDO-SPO-00-002
Type: Program Regulation Guide
Title: Volunteer Services

ISSUANCE TO BE REPLACED

New Issuance

BACKGRQUND

The Developmental Disabilities Act as amended by P.L. 94-103.
Section 133(b)(26) of the Regulations, introduces the provision for
the use of volunteer services. The volunteer services plan will be
prepared by the appropriate State agency outlining the strategies,
activities and resources for the maximum utilization of appropriate
voluntary organizations, including volunteers serving under the
Domestic Volunteer Services Act of 1973- The use of such services
shall supplement, but shall not be in lieu of, paid employees,

WHAT TO_DO_WTH _ISSUANCE.

The attached guidelines.-.set forth the Department's view as to the
kinds of details which should be included in the State Plan in order
to meet statutory and regulatory requirements. It is the intent of
the guidelines to allow for flexibility to aeet specific state and
program needs.

SCOPE Of COVERAGE

These guidelines are primarily applicable to the State Agency and
programs of any agency, facility, or project receiving funds under
Part C of the State allotment.

DD staff Regional Offices, State Planning Councils, State Agencies,
constituent organizations, OHDS Central Register. State DD
Administering Ageney(ies) should make further distribution to local

grantees receiving DD funds.
Lynch

Francis X.
Director
Developmental Disabilities Office

«Office of Human Development Services Department of Health,
Education, and Welfare*



QU DELI NES
Volunteers

I. Purpose of Guidelines:

To provide for the maximum utilization of all available

community resources including volunteers serving under the
Domestic Volunteer Services Act of 1973 (P,L, 93-113) 87 Stat.
394 and other appropriate voluntary organizations. The use of
such services shall supplement, but shall not be in lieu of paid

employees

Il . Legislative Authority:

Developmental Disabilities Services and Facilities Construction

Act, as amended by P.L. 94-103.

IIl. Regulatory Authority:

Department of Health, Education, and Welfare regulations,

Section 1386.26.
IV. Volunteer Programs:

Most communities have access to a variety of "volunteer”
programs which could assist developmentally disabled individuals

in their efforts to become independent and live a more normal

life.

Such "volunteer" programs come under a federally-funded program



office called ACTION. *ACTION's objective is to bring more of

America's mainstream of people into volunteer service.

It is a process of decentralization of authority to local
citizens and organizations begun in 1973, giving more
responsibility to those closest to the communities being served.
ACTION volunteers do not replace people already at work in the

community .

One of the six goals in the ACTION program is to stimulate
interest by the local citizenry to join in the efforts to solve
local profile, and to generate such interest by allowing local
citizens greater input into the design and operation of

programs,

The program makes grants to local public and private non-profit
agencies and organizations. Included under ACTION are the

following:

1. Foster Grandparents
The program is designed to make it possible for older
Americans, 60 years old and over, to volunteer their services
to children 18 years old and under. Foster Grandparents may

work 20 hours per week. Stipends vary, but average

*Address: 812 Connecticut Ave., NW, Washington, D.C. 20525.

Brochure may be obtained at this address.



approxi mately $2000 per year. Any outside agency, not the
agency which will use the services of the Foster

G andparents, nust sponsor the program  Financial guidelines
state that ten percent, soft or hard match, nust be provided

| ocal ly.

Seni or Conpani on Program (SCP)

This SCP is simlar to Foster G andparents Program except
that a Senior Conpani on works on a one-to-one relationship

with an individual.

Volunteers in Service to Anerica (M STA

VI STA program applications are usually devel oped by a
consortium of Developnental Disability Prograns in a State.
Activities of VI STA are very broad. The program has the
ability to blend idealismwith basic realities. It offers a

stipend of approximately $3500 per year.

Retired Senior Volunteer Program (RSVP)
The programprovides a restricted reinbursenent plan for
vol unteers; no stipends are awarded. This programnay be

applied to nost service needs in the community.

Senior Corporation of Retired Executives (SOCORE)

SCORE participants could be utilized in devel opi ng econom c
avenues for the devel opnental |y disabled, specifically

wor kshops, sheltered industries, etc. No stipends are

awar ded.



Tal ented Student Vol unteer Program

This programis located in colleges, universities, high
schools and are nostly applicable to short-term Devel op-

mental Disability program goals. No stipends are included.

University Year Program
Students may receive college credit for working on comunity
projects. The incentive is college credit; there are no

sti pends.

Senior A d Program

Nati onal program contractors are:

a) National Council of Senior Citizens

b) National Council on Aging

c) American Association of Retired Persons

d) National Retired Teachers Association

e) US Forest Service
This is an outstanding, least restrictive, senior citizen
enpl oynent program It provides part-time enploynent to
persons of low incone who are 55 years of age or ol der.
Participants are placed in non-profit comunity service

agenci es. They are paid mininum wage or over.

Nationally Community-Based Vol unteer Referral Agencies
Incl udes such agencies as Red Cross Vol unteers and Local

Vol unteer Screening and Referral Agencies.



10. Related Resources
Manpower (Public Service Employment), (On-The-Job-Training
Contracts), (Comprehensive Employment and Training Act),
(Work Incentive), etc. Contracts may be made through the
State Employment Service and Manpower agencies on the city or

county level.

V. Volunteer Development System:
Not only a staffing resource, volunteers can be ambassadors for
target populations at every level from service delivery to

national priorities.

All short- and long-range plans should reflect the necessary
explicit administrative provisions for volunteer participation
in-service and interpretive roles to carry out program goals. A
sound volunteer system is essential to obtain and retain
volunteers, based on sound principles such as the following:

1. A volunteer is a person who gives gratuitous service, with
enabling reimbursement of expenses involved as needed.

2. A volunteer supplements, but does not supplant paid staff,
working in concert toward shared objectives on individual
or group assignments.

3. Volunteering, a basic right, is an essential human
development experience for all persons. A means for
learning, developing improved self-images, wholesome
relationships and contributing to the qualify of life,

volunteer opportunities should be provided for all



persons, particularly the nenbers of vul nerable groups we
serve: "Everyone can help sonmeone.” Consuners have a
right to give as well as to receive.

Freedom of choice, essential to the volunteer, the staff
invol ved and the persons being served, carries
responsibility best defined in clear contractual terns:
Vol unteers work with, and not for other people.

Mobility and progression for volunteers are dynam c val ues
to all the persons involved in matching interests and
needs in order to realize nore fully the human devel oprent
potential. Volunteer assignnments are subject to periodic
review, evaluation with, by and of volunteers, and range
fromprevention to rehabilitation objectives, wth
appropriate training opportunities for volunteers and
staff to work with volunteers at all levels of activities.
Eval uati on of volunteer participation neans assessing the
inpact of the service on the recipient, the paid staff
wor k, the agency and on the volunteer hinself. Assessnent
feedback is essential to show volunteers, staff,

reci pients and admnistrators the effectiveness of the
service. (Quantification should reflect nunbers of

vol unteers, nature of services, extent of target

popul ati on served. | npact should be expressed in human
benefit terns, such as institutionalization, recidivism
prevented, capacities built, and signs of devel opnent in

the people involved. A cost/benefit ratio nust be



amplified by analysis of these intangibles to be

meaningful.
A volunteer system starts small, and involves building a
climate in which people can risk giving their best. An

ideal program is staffed with a full time administrator
who decentralizes administration to line staff as
readiness is indicated. Provision of opportunities to
participate in policy development, program innovation and
advocacy roles attracts and motivates the best volunteers.
.The volunteer system is a continuous intrinsic part of the
overall program planning cycle and fits into the total
system, rather than being a separate program.

A volunteer development system produces enriched and more
effective services and an informed dedicated citizenry
ready to participate in collaborative efforts outside the
agency in meeting human needs and attacking problems.
Solving some problems may create new ones so there is an
ever-expanding need for this kind of citizen network.

The following Proposed Volunteer System provides an
outline suggesting essential elements to be considered
with respect to any agency interested in developing a

volunteer system.



DIVISION OF RESPONSIBILITIES

PROPOSED VOLUUN TEER SYSTEM
IN OVERALI,

PASE T PRIEPARATION

OPERATION CYCLE

Demonstrate support
volunteer

A.

E.

EXECUTIVE
for incorporating
staff:

Clarify goals for
leadership,
For board or
volunteer

total program:
paid staff work, focus
committee and service

Suggest objectives For volunteer

participation:

Program Enrichment
Outreach and Extension
Interpretation

Mobilizing support

Set standards and norms
Appoint qualified Director to focus
efforts
Designate staff time for work
analysis to define roles, prepare
training, continuing supervisory

relationships, evaluation plans
Communications

Staff meetings

Memos of authorization

YOLIRTEEK DIRECTOR OR COONDINATOR

Define goals and objectives for Volunteer
Services, and plan:
A. Work with unit heads, line staff

representative volunteers and
consumers defining needs for
volunteers

Community assessment
for:

for resources

1. Volunteers
Voluntary Action Center
Service Groups

Schools and colleges, etc.

2. Voluntary Agency Allies For
collaboration

Establish
record

referral,
systems

reporting and

Plan and budget for:
office services
volunteer expenses
public relations
recognition process

Arrange orientation and
Staff -

training for
to work with volunteers
records and reporting
procedures and policies
Volunteers - orientation Lo
agency - goals, service:;
target population
opportunities for service

A.

LINE STAFF AHD SUPERVISORS

Define unit and specific program
objectives, unmet needs, voluntee
opportunities, requireinents

Contribute
assignments,

ideas for volunteer
group projects

Suggest ways target group mem

bers could volunteer

Schedule time for:

1. own training

2. counselling, placing, working
with and through volunteers

3. participation in orientation
and training of volunteers

4. unit staff meetings to in-
clude volunteers

5. recording and reporting
gquantity and quality, impact.



Puast 11 OPERATTION

o)

. Informal

EXECUTIVE

Overall:

. Monitoring

observation

Rewarding collaborating staff,
not exclusionary

. Explicit encouragement, aa

greeting trainees

Recruiting in general activities
In coomunity, pronoting volun
teering

Al ocation support as possible

VULUNTEER DI RECTOR

Oigundelng, delepatlng, menttoring:

A,

B.

1).

Active Targeted Recruitiong

records
volunteer

Developing skill bank and
of opportunities for
assi gnnent s

Counsel I'i ng new vol unteers, referr-

ing to units
Operating Orientation and Training

Events

Recordi ng assi gnnments, Training

Cont i nuous devel opnent of opportuni -
ties and of community resources

Participation in Program Devel opnent

Col | aboration with other agencies,
educators on |earning opportunities
and joint programmi ng

per ati on of Feedback System through
nmeeti ngs, round tablets, eval uati ons

Representing vol unteer!sw, Reporting
to executive, staff, volunteers,
vol unt eer resource groups, public

Arranging fur nobility and progression
recognition of volunteers

Col | aborates with community vol unt eer
adm ni strators, professional groups,

UNIT _LINE 5TAFF _AND SUPERVISORS

A, Interviewlng and placing voluuteer

11 Referring target group nenbers for

placement
C. Recruiting from professional groups,
membership organizations, referral

to Volunteer Office

D On-the-job training for vol unteers
often counseling or supervision in
groups in the unit as well as

i ndi vi dual s

E Wit volunteer participation review
of inpact and extent in unit, record
of service

f. Regular reports of service, changes,

new needs, training requests,
pr ogr am r econmendat i ons

G Participation in recognition pro-
cess. selection, awards, etc.

11. Feedback fromexperience into future
pl anni ng, public education and
citizen recruitment, pronotion to
greater responsibilities when
required



(completes the cycle as this

EXECUTIVE

Offers overall perceptions of volun-
teer participation impact on agency

Provides access to new program
development cycle of volunteer
perspec rives on impact, community
culture, traditions, changing re-
sources

future
partici-

Makes recommendations for
priorities for volunteer
pation

Awards recognition and status to
Volunteer Director as member of
top administrative team

PHASE 111

EVALUATION FUTURE PLANNI NG

VOLUNTEER DIRECTOR.

Summarizes and makes recommendations from
data gathered for future priorities for

volunteer participation, cost/benefit,
analysis, impact on volunteers, consumers,
staff

Its-targets recruiting, referral and train-
ing plans in tune with new priorities

Insures
future program development

the volunteer perspective in
efforts

is preparation for next

cycle)

UNIT LINE STAFF AND SUPERVISORS

Summarize and make recommendations
from staff reports. target group
responses and volunteer assessment
of program effectiveness

Submits future requests for voluntee
recognition, recommends volunteers

for leadership, recruitinent, train-
ing, mentor roles



EMPLOYEE PROTECTIONS
AS RELATED TO

DEINSTITUTIONALIZATIOM

Developmental Disabilities Office
Office of Human Development

US. DEPARTMENT OF HEALTH,
EDUCATION, AND WELFARE







