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FAMILY SUPPORT SERVICES PROGRAM
POLICIES & PROCEDURES

Purpose of Program

Family Support Services is a program designed to provide assistance to individuals with intellectual and
developmental disabilities in areas of activities of daily living, communication, socialization, community outings,
and as otherwise tailored to the specific needs of the individual in accordance to agency policies and procedures.
This support includes respite services (in and out of home), personal assistance, community based day services,
transportation. The Family Support Services program is also designed to provide in-home services (homemaker,
personal care, and adult care) to individuals ages 65 and older through the Aging Commission of the Mid-South
Home and Community Services Program.

The Family Support Services Program at The Arc Mid-South employs Direct Support Professionals to work with
person supported in their family/guardians’ private residential homes. The FSSP services are based on the
principle of our mission statement as listed below.

The Arc Mid-South provides services in privately owned, residential settings, in a public community. The Arc
Mid-South is NOT located in a building that is also a publicly or privately operated facility that provides inpatient
institutional treatment; The Arc Mid-South is NOT located in a building on the grounds of, or immediately
adjacent to, a public institution; The Arc Mid-South does NOT own or operate multiple locations on the same
street; The services are NOT provided in a gated/secured community for individuals with disabilities; The services
are NOT provided in a farmstead or disability specific community; The services are NOT provided in the same
building as an educational program or school; The services are NOT designated specifically for individuals with
disabilities; and The services are NOT primarily or exclusively for individuals with disabilities.

Mission Statement

The Arc Mid-South’s mission statement is “Empowering People with Intellectual and Developmental Disabilities
to Achieve their Full Potential.”

Fraud and Prevention Policy

It is the policy of The Arc Mid-South to comply with all applicable Federal and State laws pertaining to fraudulent
activity, waste and abuse in Federal Health Care Programs. All employees are informed of the Code of Ethics that
The Arc Mid-South staff is expected to adhere to, and has been established to dictate a code of integrity, honesty,
and a high standard of ethics. Direct Support Staff with questions regarding The Arc Mid-South policies and

procedures should contact the Operations Manager or Executive Director.
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The Arc Mid-South adheres to compliance procedures that are designated to detect fraud, prevent occurrences
of fraudulent activity, detects potential false claims, errors or impermissible services that can result in fraud,
waste or abuse. Timesheets that are submitted by Direct Support Professionals are reviewed, and approved by
parents/guardians to verify the hours and day worked. Upon receipt in The Arc Mid-South’s Administrative
offices, timesheets are reviewed by Administrative staff, which in turn logs the timesheets received. Timesheets
are submitted to H/R Assistant and compared to Direct Support Professional schedule forms that are submitted
by the Case Managers. The Accounting Department reviews the timesheets for accuracy based on Cost Plan and
the authorization for services form. Prior to submitting for processing, the Business Manager reviews to ensuring
accuracy of Accounting processing. The Operations Manager reviews the entire process upon completion and
prior to obtaining signatures for purposes of check signing. Employees have been properly trained in required

documentation necessary prior to submitting claims for payment.

Any employee of The Arc Mid-South knowingly submitting false documentation regarding reporting and
recording time worked or services provided is subject to disciplinary actions, up to and including termination of

employment.

The Quality Assurance Manager ensures compliance in the areas of allowable services, employee training, and

conducts a quarterly review to determine areas of improvement or areas of concern.

Organization of Program

Program Operation

The FSSP is a program within The Arc Mid-South, which is a non-profit organization.

The Board of Directors consists of nine members, who are three parents, three professionals, and three
community-at-large members. The Arc Mid-South’s Board of Directors reviews policies implemented in FSSP. In
the absence of the executive director, operation of The Arc Mid-South will be delegated to the Operations
Manager/Business Manager.

The day-to-day operation of the Family Support Services Program shall be managed by the Operations Manager,
Team Leader, Community Advocate, Respite Coordinator, Case Managers, and Administrative Assistant. The Arc
Mid-South’s Executive Director supervises the above staff. Refer to the organization chart attachment for
department positions. Job descriptions for the FSSP staff are located in The Arc Mid-South’s Human Resources
office.
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Direct Support Professionals employed by The Arc Mid-South provides services to person supported.
The Arc Mid-South, located at 3485 Poplar Avenue, Suite 210, Memphis, TN 38111 maintains licensure from the
Department of Mental Health and Department of Intellectual and Developmental Disabilities. Categorization of

the majority (over 50%) of the population base of persons receiving services under TDMHSAS license is tracked
and maintained throughout the year and located in the agency administrative office.

Program Design

Direct Support Professional Services:

Personal Assistance

Personal Assistance is defined per Department of Intellectual and Developmental Disabilities provider manual as,
“the provision of direct assistance with activities of daily living (e.g., bathing, dressing, personal hygiene, eating
meal preparation excluding cost of food), household chores essential to the health and safety of the enrollee
(person supported), budget management, attending appointments and interpersonal and social skills building
to enable the enrollee to live in a home in the community. It may also include medication administration as
permitted under Tennessee’s Nursing Practice Act for respite services, i.e. summer retreat.”

Direct Support Professionals and volunteers are trained per The Department of Intellectual and Developmental
Disabilities’ training requirements. This service is delivered on a one-to-one basis during the day or night at the
person supported’s permanent or temporary residence as well as in the community as specified in the person
supported’s Individual Support Plan; however is not provided in any school or day program setting, in a hospital
setting (refer to hospital sitter), supported living or residential settings, or Intermediate Care Facilities. Prior to
providing services in a person supported/guardian’s residence, an inspection is conducted utilizing the
Department of Intellectual and Developmental Disabilities” personal assistance environmental checklist for
assurance of both Direct Support Professionals’ and person supported’s health, safety and welfare. In the event
that a person supported/’guardian chooses to private pay for personal assistance, the services can be provided
in the Direct Support Professionals’ residence after it has been inspected and all components have been met on
the environmental checklist. (See attached personal assistance environmental checklist for specifications of items
reviewed.) Personal assistance is provided accordance with therapeutic goals and objectives as specified in the
person supported’s plan of care. With the exception of personal assistance reimbursed on a per diem basis,
Direct Support Professionals are not permitted to have sleep time when on duty.

Family members who are employed by The Arc Mid-South as Direct Support Professionals are expected to meet
the same standards as Direct Support Professionals who are unrelated to the person supported. Personal
assistance service is billed to the Department of Intellectual and Developmental Disabilities or to person
supported/guardians directly (private pay), depending on the funding source. Personal assistance for private
pay is provided based upon availability of Direct Support Professionals. Direct Support Professionals are trained
in all DIDD mandated training; applicable therapy plans/staffing instructions, applicable behavior/crisis plans,
needs specific to the individual, HIPAA, as well as any additional applicable critical health issues-Wheelchair
FSSP
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transfer, gait belt, range of motion, Hoyer Lift, etc. Direct Support Professionals are trained in applicable ISP

amendments, and receive mandatory training annually in the person supported’s personal profile, in accordance
with annual ISP changes.

All needed supplies applicable to support the person supported will be provided by the guardian including but
not limited to diapers/adult briefs, wipes, and any other needed supplies, however The Arc Mid-South does

supply gloves as applicable in order to safeguard universal precautions for direct care professionals.

Transportation Services

Individual transportation services are offered by The Arc Mid-South and provided by Direct Support Professionals’
private vehicles on the condition that the service is approved by a funding source. Prior to transportation by
Direct Support Professionals, a vehicle inspection is conducted as well as proof of current driver’s license and
liability insurance. See attached vehicle inspection form for specification of items checked. Vehicle inspections
are conducted annually as well as randomly on Direct Support Professionals’ vehicles’ throughout the year.
Requirements applicable to individual transportation services include: vehicles used to transport person
supported have operable seat belts, Direct Support Professionals ensure that person supported are transported
using seat belts, mobility support needs applicable to transportation is met in accordance with the person
supported’s Individual Support Plan, and each vehicle contains first aid supplies. Restrictions pertaining to
transportation services includes: transportation to and from day services, supported or competitive employment,
school aged children to and from school, and to and from medical services covered by Medicaid State Plan/Tenn
Care program.

Personal Assistance Services Program Restrictions

Personal assistance services offered by Family Support Services Program do not include any budget
management/personal funds, medical appointment assistance (with the exception that direct support staff
accompanying the person supported with the guardian/family member present), medication administration,
residential setting, or out-of-state personal assistance services.

The Arc Mid-South does not employ Direct Support Professionals who are the spouse or the person supported’s
parent if the person supported is a minor or to any other individual who is a conservator unless so permitted on
the Order for Conservatorship. Documentation of the conservatorship papers must be submitted prior to
employment of a conservator.

Personal assistance services will not be provided in the person supported’s residence if any significant health
hazards exist as reported by the Direct Support Professional or FSS staff if it is determined that the home may
place the Direct Support Professional/person supported in any physical danger or present a
health/safety/environmental hazard.

Personal assistance services are not provided for person supported(s) that require specialized medical
care/attention. Examples of specialized care include but not limited to catheter, G tube, peg tube, any type of
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tubal feedings, or tracheotomies. Personal assistance services are also not provided for person supported(s) that
have extreme behavioral patterns..

to-

All needed supplies applicable to support the
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