Sedgwick County 

Developmental Disability Organization

Quality Assurance Committee Procedures
The SCDDO will ensure the quality of services provided to persons served by each Community Service Provider (CSP).  This shall include on-site monitoring by a local committee made up of persons served, their families, guardians, interested citizens, and providers. The review shall include provisions to determine whether or not:

a.
Services are provided consistent with the Person Centered Support Plan;
b. Services are provided in a manner that offers opportunities of choice to the person being served;
c. The CSP is affording the person being served all of the person’s legally protected rights;
d. Services that are paid for are delivered.

 PROCEDURES:

1. Each Community Service Provider (CSP) that provides Targeted Case Management (TCM) is responsible for an annual on-site visit for each individual who receives TCM from their agency plus one additional service. For more information regarding what information is collected from the surveys, please see the Statewide Performance Improvement Outcomes Procedures information.  On January 1, 2010 the SCDDO will take over all of the customer satisfaction surveys.  
2. The SCDDO QAC will also conduct on-site monitoring and document review of a sample of individuals who receive TCM plus one additional service.

3. The QAC will be comprised of persons representing each of the following categories: persons receiving services, their family members and/or guardians, interested citizens, and TCM service providers.

4. Each CSP approved and licensed to provide TCM for five or more people is required to appoint at least one representative from the agency, as well as recruit one volunteer not paid by the agency, or one person receiving services or their family member/guardian.  

5. The CSP staff and volunteer must both be involved in the entire review process.  The only exception to this is that a case manager can assist one of the team members in doing a visit to a family home for a person with supportive home care or family support.  
6. The CSP representative shall be the person who maintains oversight of the agency’s Quality Assurance and/or TCM department.  

7. The QAC will review a sample of consumers randomly selected by the SCDDO Quality Assurance team.  Each TCM agency is to be assigned at least one review each quarter.  Each licensed CSP serving ten or more persons is to be reviewed at least once annually. 

8. The QAC review will consist of the following:

a. First a review of the selected person’s documents pertaining to his/her individual services.  At minimum, the Person Centered Support Plan must be reviewed, as well as the Behavior Support Plan and Psychotropic Medication Plan as applicable.
b. Second an on-site review of each service received.  This will include Supportive Home Care (SHC), Family Support, Day, and Residential services.  The review must be conducted in the home in the case of Family Support, SHC or Residential services.  In the case of Supported Employment, the individual receiving that service may choose where the interview will occur.  Individuals who receive Day services from more than one CSP shall be reviewed at the site where the majority of their time is spent.

9. On-site reviews will be conducted both with the individual AND his/her paid staff if applicable.  This includes paid family members.  Exceptions can be made if review team can demonstrate to the SCDDO QA Team that sufficient attempts have been made to conduct the review with staff present.  It is the decision of the individual whether his/her interview is conducted confidentially or with staff present.  

10. The review team will use review tools developed by the QAC that correspond with the service document and service reviewed.

11. If any concerns are noted from the document review or on-site monitoring, the reviewing CSP is responsible for completing the review forms and add any additional comments, questions or concerns.  The reviewing CSP then will need to pass on agency concerns or praises regarding the reviews with the agency where the site visit was completed.  This needs to be done in a timely manner so the agency can take action if needed.    

12. All original review tools and copies of reviewed documents will be provided to the SCDDO QA Team by the due date assigned.  
13. Agencies may ask for copies of the review tools if they wish to have a copy for their own record.  
14. The SCDDO QA Team will provide feedback with any trends and positive items noted from the reviews on a quarterly basis to each CSP.  If any trends are noted at that time, the CSP will develop a Corrective Action Plan (CAP) and submit it to the SCDDO Quality Assurance staff within 30 days of the date the feedback was given to the CSP.

15. The CAP shall include at least the following: 

a. The method by which the CSP intends to address each issue.
b. Timelines and persons responsible for each objective.
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