Title 48

PUBLIC HEALTH—GENERAL

Part I.  General Administration

Subpart 3.  Licensing and Certification
Chapter 47.
Family Violence Shelter

§4701.
General Requirements

A.
A provider shall have a written policy on client civil rights. This policy shall give assurances that:

1.
The provider will not discriminate in the rendering of services to individuals because of race, color, religion, sex, age, national origin, handicap, veteran status or any other non-merit factor.

B.
A provider shall allow representatives of DHHR in the performance of their mandated duties to inspect all aspects of the program's functioning which impact on clients and to interview any staff member or client.

1.
A provider shall make any information which the provider is required to have under the present requirements and any information related to assessment of compliance with these requirements available to DHHR.

C.
The provider shall comply with all relevant standards, regulations, and requirements established by federal, state, local, and municipal regulatory bodies including:

1.
the Division of Licensing and Certification;

2.
the Office of Preventative and Public Health Services;

3.
the Office of the State Fire Marshal;

4.
the Office of the City Fire Marshal;

5.
the applicable local governing authority;

6.
fiscal and program review agencies with DHHR.

AUTHORITY NOTE:
Promulgated in accordance with R.S. 46:2125.

HISTORICAL NOTE:
Promulgated by the Department of Health and Human Resources, Office of the Secretary, Division of Licensing and Certification, LR 13:246 (April 1987).

§4703.
Governing Body

A.
A provider shall have an identifiable governing body whose responsibility for and authority over the policies and activities of the provider.

1.
A provider shall have documents identifying all members of the governing body; their addresses; their terms of membership; officers of the governing body; and terms of office of all officers.

2.
When the governing body of the provider is composed of more than one person, the governing body shall hold formal meetings at least twice a year.

3.
When the governing body is composed of more than one person, a provider shall have written minutes of all formal meetings of the governing body and the by-laws specifying frequency of meetings and quorum requirements.

AUTHORITY NOTE:
Promulgated in accordance with R. S. 46:2125.

HISTORICAL NOTE:
Promulgated by the Department of Health and Human Resources, Office of the Secretary, Division of Licensing and Certification, LR 13:246 (April 1987).

§4705.
Responsibilities of a Governing Body

A.
The governing body of a provider shall:

1.
ensure the provider's compliance and conformity with provider's charter;

2.
ensure the provider's continual compliance and conformity with all relevant federal, state, local and municipal laws and regulations;

3.
ensure that the provider is adequately funded and fiscally sound;

4.
review and approve the provider's annual budget;

5.
ensure that the provider is housed, maintained, staffed and equipped appropriately considering the nature of the provider's program;

6.
designate a person to act as chief administrator and delegate suf​ficient authority to this person to manage the provider.

7.
formulate and annually review, in consultation with the chief administrator, written policies concerning the provider's philosophy, goals, current services, personnel practices, job descriptions and fiscal manage​ment;

8.
annually evaluate the chief administrator's performance;9.
have the authority to dismiss the chief administrator;

10.
meet with designated representatives of DHHR whenever required to do so;

11.
inform designated representatives of DHHR prior to initiating any substantial changes in the program, services or physical plant of the provider.

AUTHORITY NOTE:
Promulgated in accordance with R.S. 46:2125.

HISTORICAL NOTE:
Promulgated by the Department of Health and Human Resources, Office of the Secretary, Division of Licensing and Certification, LR 13:246 (April 1987).

§4707.
Accessibility of Executive

A.
The chief administrator or a person authorized to act on behalf of the chief administrator shall be accessible to provider staff or designated representatives of DHHR at all times.

AUTHORITY NOTE:
Promulgated in accordance with R.S. 46:2125.

HISTORICAL NOTE:
Promulgated by the Department of Health and Human Resources, Office of the Secretary, Division of Licensing and Certification, LR 13:246 (April 1987).

§4709.
Documentation of Authority to Operate

A.
A private provider shall have documentation of its authority to operate under state law.

1.
A privately owned provider shall have documents identifying the names and addresses of owners.

2.
A corporation, partnership or association shall identify the names and addresses of its members and officers and shall, where applicable, have a charter, partnership agreement, constitution, articles of association or by-laws.

AUTHORITY NOTE:
Promulgated in accordance with R.S. 46:2125.

HISTORICAL NOTE:
Promulgated by the Department of Health and Human Resources, Office of the Secretary, Division of Licensing and Certification, LR 13:246 (April 1987).

§4711.
Program Description

A.
A provider shall have a written program description describing:

1.
the overall philosophy of the provider;

2.
the long-term and short-term goals of the provider;

3.
the types of clients to be served by the provider;

4.
the services provided directly by the provider;

5.
services available to the client from resources external to the provider;

6.
a schedule for any fees for services;

7.
the provider's approach to service planning.

AUTHORITY NOTE:
Promulgated in accordance with R. S. 46:2125.

HISTORICAL NOTE:
Promulgated by the Department of Health and Human Resources, Office of the Secretary, Division of Licensing and Certification, LR 13:246 (April 1987).

§4713.
Accounting and Recordkeeping

A.
A provider shall establish a system of business management and staffing to maintain separate and complete accounts, books, and records. Fiscal records will be maintained according to generally accepted accounting procedures, sufficient to reflect properly all direct and indirect costs incurred.

1.
All transactions and events must be recorded, classified and summarized in appropriate journals; providing chronological records of transaction having a common origin and ledgers of accounts to receive and consolidate transaction amounts related to a given classification.

2.
Expenditures must be kept in the following cost categories: Salaries, Fringe, Travel, Operating Services, Supplies, Equipment, Other. The provider will submit a monthly operating statement to the state de​tailing monthly expenditures by cost category.

3.
All records shall be maintained in an accessible, standardized order and format and shall be subject at all reasonable times to inspection and audit by the state agency and the legislative auditor.

4.
A provider shall not permit public funds to be paid, or committed to be paid, to any person to which any of the members of the governing body, administrative personnel, or members of the immediate families of members of the governing body, or administrative personnel have any direct or indirect financial interest, or in which any of these persons serve as an officer or employee, unless the services or goods involved are provided at a competitive cost or under terms favorable to the provider. The provider shall have written disclosure of any financial transaction with the facility in which a member of the governing body, administrative person​nel, or his/her immediate family is involved.

5.
All books, records and other documents relevant to the expenditure of state funds must be retained for six years after final payments.

6.
A provider shall have sufficient space, facilities and supplies for providing effective recordkeeping services.

AUTHORITY NOTE:
Promulgated in accordance with R.S. 46:2125.

HISTORICAL NOTE:
Promulgated by the Department of Health and Human Resources, Office of the Secretary, Division of Licensing and Certification, LR 13:246 (April 1987).

§4715.
Confidentiality and Security of Files

A.
A provider shall have written procedures for the maintenance and security of records and to whom records may be released. Records shall be the property of the provider and the provider, as custodian, shall secure records against loss, tampering, or unauthorized use.

B.
A provider shall maintain the confidentiality of all clients' case records. Employees for the provider shall not disclose or knowingly permit the disclosure of any information concerning the client or his/her family, directly or indirectly, to any unauthorized person.

C.
When the client is of majority age and noninterdicted, a provider shall obtain the client's written, informed permission prior to releasing any in​formation concerning the client.

D.
When the client is a minor or is interdicted, the provider shall obtain written, informed consent from the parent(s), or legally responsible person prior to releasing any information concerning the client.

E.
A provider shall, upon written request, make available information in the case record to the client, the legally responsible person, or legal counsel of the client. If, in the professional judgement of the administration of the provider, it is felt that information contained in the record would be damaging to the client, that information my be withheld from the client except under court order.

F.
A provider may use material from case records for research purposes, development of the governing body's understanding and knowledge of the provider's services, or similar educational purposes, provided that names are deleted and other identifying information is disguised or deleted.

G.
A provider shall not release a personnel file without the employee's permission except in accordance with state law.

AUTHORITY NOTE:
Promulgated in accordance with R.S. 46:2125.

HISTORICAL NOTE:
Promulgated by the Department of Health and Human Resources, Office of the Secretary, Division of Licensing and Certification, LR 13:246 (April 1987).

§4717.
Administrative File

A.
A provider shall have an administrative file including:

1.
documents identifying the governing body;

2.
list of members and officers of the governing body and their addresses and terms of membership, if applicable;

3.
by-laws of the governing body and minutes of formal meetings, if applicable;

4.
documentation of the provider's authority to operate under state law;

5.
organizational chart of the provider;

6.
all leases, contracts and purchase-of-service agreements to which the provider is a party;

7.
insurance policies;

8.
annual budgets and audit reports;

9.
master list of all social service providers used by the provider.

AUTHORITY NOTE:
Promulgated in accordance with R.S. 46:2125.

HISTORICAL NOTE:
Promulgated by the Department of Health and Human Resources, Office of the Secretary, Division of Licensing and Certification, LR 13:246 (April 1987).

§4719.
Client's Case Record

A.
A provider shall have written record for each client including the following information:

1.
basic demographic data;

2.
client's history including, where applicable, family data, medical history, educational background, employment history, etc.;

3.
statement of presenting problem as seen by the client;

4.
client's current situation;

5.
assessment and service plan (including client's goals and objectives);

6.
the findings made in periodic review of the service plan and recording of the client's progress as measured by objective indicators;

7.
a departure summary; 
8.
any follow-up contacts made.

AUTHORITY NOTE:
Promulgated in accordance with R.S. 46:2125.

HISTORICAL NOTE:
Promulgated by the Department of Health and Human Resources, Office of the Secretary, Division of Licensing and Certification, LR 13:246 (April 1987).

§4721.
Personnel File

A.
A provider shall have a personnel file for each employee which shall contain:

1.
the application for employment and/or resume;

2.
reference letters from former employer(s) and personal references or phone notes on such references;

3.
any required medical examinations;

4.
evidence of applicable professional credentials/certifications according to state law;

5.
annual performance evaluations;

6.
personnel actions, other appropriate materials, reports and notes relating to the individual's employment with the facility;

7.
employee's starting and termination dates;

8.
the staff member shall have reasonable access to his/her file and shall be allowed to add any written statement he/she wishes to make to the file at any time.

B.
A provider shall retain the personnel file of an employee for at least five years after the employee's termination of employment.

AUTHORITY NOTE:
Promulgated in accordance with R.S. 46:2125.

HISTORICAL NOTE:
Promulgated by the Department of Health and Human Resources, Office of the Secretary, Division of Licensing and Certification, LR 13:246 (April 1987).

§4723.
Fundraising and Publicity

A.
A provider shall have a policy regarding participation of clients in activities related to fundraising and publicity.

AUTHORITY NOTE:
Promulgated in accordance with R.S. 46:2125.

HISTORICAL NOTE:
Promulgated by the Department of Health and Human Resources, Office of the Secretary, Division of Licensing and Certification, LR 13:246 (April 1987).

§4731.
Staff Plan

A.
A provider shall have written plan for recruitment, screening, orientation, on-going training, development, supervision and performance evaluation of staff members.

AUTHORITY NOTE:
Promulgated in accordance with R . S. 46:2125.

HISTORICAL NOTE:
Promulgated by the Department of Health and Human Resources, Office of the Secretary, Division of Licensing and Certification, LR 13:246 (April 1987).

§4733.
Recruitment

A.
A provider shall employ qualified people representative of cultural and racial groups served by the provider.

AUTHORITY NOTE:
Promulgated in accordance with R.S. 46:2125.

HISTORICAL NOTE:
Promulgated by the Department of Health and Human Resources, Office of the Secretary, Division of Licensing and Certification, LR 13:246 (April 1987).

§4735.
Screening

A.
A provider's screening procedures shall address the prospective employee's qualifications, ability, related experience, health, character, emotional stability and social skills as related to the appropriate job de​scription.

B.
Prior to employing any person, a provider shall obtain written references or phone notes on oral references.

AUTHORITY NOTE:
Promulgated in accordance with R.S. 46:2125.

HISTORICAL NOTE:
Promulgated by the Department of Health and Human Resources, Office of the Secretary, Division of Licensing and Certification, LR 13:246 (April 1987).

§4737.
Orientation

A.
A provider's orientation program shall provide at least 16 hours of training for all direct care staff within 30 working days of the date of employment. Orientation training shall include instruction in safety and emergency procedures and in the specific responsibilities of the employee's job.

B.
New employees shall be accompanied by experienced staff at all times and shall not be given the sole responsibility for supervising clients until orientation training is completed.

AUTHORITY NOTE:
Promulgated in accordance with R.S. 46:2125.

HISTORICAL NOTE:
Promulgated by the Department of Health and Human Resources, Office of the Secretary, Division of Licensing and Certification, LR 13:246 (April 1987).

§4739.
Training

A.
A provider shall ensure that each direct service worker participates in at least 40 hours of in-service training each year. Orientation training and activities related to routine supervision of the employee's tasks shall not be considered for the purpose of this requirement.

AUTHORITY NOTE:
Promulgated in accordance with R. S. 46:2125.

HISTORICAL NOTE:
Promulgated by the Department of Health and Human Resources, Office of the Secretary, Division of Licensing and Certification, LR 13:246 (April 1987).

§4741.
Evaluation

A.
A provider shall undertake an annual performance evaluation of all staff members.

AUTHORITY NOTE:
Promulgated in accordance with R.S. 46:2125.

HISTORICAL NOTE:
Promulgated by the Department of Health and Human Resources, Office of the Secretary, Division of Licensing and Certification, LR 13:246 (April 1987).

§4743.
Personnel Practices

A.
A provider shall have written personnel policies and written job descriptions for each staff position.

B.
A provider shall have a written employee grievance procedure.

AUTHORITY NOTE:
Promulgated in accordance with R.S. 46:2125.

HISTORICAL NOTE:
Promulgated by the Department of Health and Human Resources, Office of the Secretary, Division of Licensing and Certification, LR 13:246 (April 1987).

§4745.
Number and Qualifications of Staff

A.
A provider shall employ a sufficient number of qualified staff and delegate sufficient authority to such staff to ensure that the responsibilities the provider undertakes are carried out, and to adequately perform the following functions:

1.
administrative functions;

2.
fiscal functions;

3.
clerical functions;

4.
direct client service functions;

5.
supervisory functions;

6.
recordkeeping and reporting functions;

7.
social service functions;

8.
ancillary service functions.

B.
A provider shall not knowingly hire, or continue to employ, any person whose health, educational achievement, emotional or psychological make-up impairs his/her ability to properly protect the health and safety of the clients, or is such that it would endanger the physical or psychological well-being of the clients. This requirement is not to be interpreted to exclude continued employment in other than direct service capacities of persons undergoing temporary medical or emotional problems.

AUTHORITY NOTE:
Promulgated in accordance with R.S. 46:2125.

HISTORICAL NOTE:
Promulgated by the Department of Health and Human Resources, Office of the Secretary, Division of Licensing and Certification, LR 13:246 (April 1987).

§4747.
External Professional Services

A.
A provider shall obtain any required professional services not available from employees of the provider and shall have documentation of access to such services either in the form of a written agreement with an appropriately qualified professional, or written agreements with the state for required resources.

AUTHORITY NOTE:
Promulgated in accordance with R. S. 46:2125.

HISTORICAL NOTE:
Promulgated by the Department of Health and Human Resources, Office of the Secretary, Division of Licensing and Certification, LR 13:246 (April 1987).

§4749.
Volunteers/Student Interns

A.
A provider which utilizes volunteers or student interns on a regular basis, shall have a written plan for using such resources. This plan shall be given to all volunteers and interns. The plan shall indicate that all volunteers and interns shall:

1.
be directly supervised by a paid staff member;

2.
be oriented and trained in the philosophy of the facility and the needs of clients, and methods of meeting those needs;

3.
be subject to character and reference checks similar to those performed for employment applicants;

4.
be aware of and be briefed on any special needs or problems of clients.

AUTHORITY NOTE:
Promulgated in accordance with R. S. 46:2125.

HISTORICAL NOTE:
Promulgated by the Department of Health and Human Resources, Office of the Secretary, Division of Licensing and Certification, LR 13:246 (April 1987).

§4751.
Staff Communications

A.
A provider shall establish procedures to assure adequate communication among staff to provide continuity of services to the client. This system of communication shall include:

1.
a regular review of individual and aggregate problems of clients including actions taken to resolve these problems;

2.
sharing of daily information noting unusual circumstances and other information requiring continued action by staff;

3.
records maintained of all accidents, personal injuries and pertinent incidents related to implementation of client's individual service plans.

B.
Any employee of a provider working directly with clients in care shall have access to information from client's case records that is necessary for effective performance of the employee's assigned tasks.

AUTHORITY NOTE:
Promulgated in accordance with R. S. 46:2125.

HISTORICAL NOTE:
Promulgated by the Department of Health and Human Resources, Office of the Secretary, Division of Licensing and Certification, LR 13:246 (April 1987).

§4753.
Physical Environment 

A.
Accessibility

1.
A provider's building, parking lots and facilities shall be accessible to and functional for clients and staff members.

AUTHORITY NOTE:
Promulgated in accordance with R. S. 46:2125.

HISTORICAL NOTE:
Promulgated by the Department of Health and Human Resources, Office of the Secretary, Division of Licensing and Certification, LR 13:246 (April 1987).

§4755.
Exterior Space

A.
A provider shall ensure that all structures on the grounds of the facility accessible to clients are maintained in good repair and are free from any excessive hazard to health and safety.

AUTHORITY NOTE:
Promulgated in accordance with R. S. 46:2125.

HISTORICAL NOTE:
Promulgated by the Department of Health and Human Resources, Office of the Secretary, Division of Licensing and Certification, LR 13:246 (April 1987).

§4757.
Interior Space

A.
A provider shall have adequate space to serve as an administrative office for records, secretarial work and bookkeeping.

B.
A provider shall have a designated space to allow private discussions and counseling sessions between individual clients and staff.

C.
A provider shall ensure that there is evidence of routine maintenance and cleaning in all areas of the facility.

D.
A provider shall replace or repair broken, run-down or defective furnishings and equipment promptly.

1.
Outside doors, windows and other features of the structure necessary for safety and comfort of clients shall be repaired within 24 hours of being found to be in a state of disrepair.

E.
A provider shall ensure that all electrical equipment, wiring, switches, sockets and outlets are maintained in good order and safe condition.

F.
A provider shall ensure that any room, corridor or stairway within a facility shall be sufficiently illuminated.

G.
A provider shall take all reasonable precautions to ensure that heating elements, including exposed hot water pipes, are insulated and installed in a manner that ensures the safety of clients.

H.
A provider shall maintain the spaces used by clients at temperatures in accordance with federal and state laws.

I.
A provider shall not use open-flame heating equipment.

J.
A provider shall ensure that hot water accessible to clients must be regulated to a temperature not to exceed 110 degrees fahrenheit.

K.
A provider shall not utilize any excessively rough surface or finish where this surface or finish may present a safety hazard to clients.

L.
A provider shall not have walls or ceilings surfaced with materials containing asbestos.

M.
A provider shall not use lead paint for any purpose within the facility or on the exterior or grounds of the facility, nor shall the provider purchase any equipment, furnishings or decoration surfaced with lead paint.

AUTHORITY NOTE:
Promulgated in accordance with R.S. 46:2125.

HISTORICAL NOTE:
Promulgated by the Department of Health and Human Resources, Office of the Secretary, Division of Licensing and Certification, LR 13:246 (April 1987).

§4759.
General Safety Practices

A.
A provider shall not maintain any firearm or chemical weapon in the office or facility.

B.
A provider shall ensure that all poisonous, toxic and flammable materials are safely stored in appropriate containers labeled as to contents. Such materials shall be maintained only as necessary and shall be used in such a manner as to ensure the safety of clients, staff, and visitors.

C.
A provider shall ensure that an appropriately equipped first-aid kit is available in the provider's buildings and in all vehicles used to transport clients.

D.
A provider shall have access to 24-hour telephone service. The provider shall have either posted telephone numbers of emergency services, including fire department, police, medical services, poison control and ambulance, or else show evidence of an alternate means of immediate access to these services.

AUTHORITY NOTE:
Promulgated in accordance with R.S. 46:2125.

HISTORICAL NOTE:
Promulgated by the Department of Health and Human Resources, Office of the Secretary, Division of Licensing and Certification, LR 13:246 (April 1987).

§4761.
Transportation

A.
The provider shall ensure that each client is provided with the transportation necessary for implementing the client's service plan.

B.
The provider shall have means of transporting clients in cases of emergency.

C.
Any vehicle used in transporting clients in care of the provider, whether such vehicle is operated by a staff member or any other person acting on behalf of the provider, shall be properly licensed and inspected in accordance with state law.

D.
Any staff member of the provider or other person acting on behalf of the provider operating a vehicle for the purpose of transporting clients shall be properly licensed to operate that class of vehicle according to state law.

E.
The provider shall not allow the number of persons in any vehicle used to transport clients to exceed the number of available seats in the vehicle.

F.
All vehicles used for the transportation of clients shall be maintained in a safe condition and be in conformity with all applicable motor vehicle laws.

G.
The provider shall ascertain the nature of any need or problem of a client which might cause difficulties during transportation, such as seizures, a tendency towards motion sickness or a disability. The provider shall communicate such information to the operator of any vehicle transporting clients in care.

H.
Every required exit, exit access and exit discharge in a provider's building shall be continuously maintained free of all obstructions or impediments to immediate use in the case of fire or other emergency.

AUTHORITY NOTE:
Promulgated in accordance with R.S. 46:2125.

HISTORICAL NOTE:
Promulgated by the Department of Health and Human Resources, Office of the Secretary, Division of Licensing and Certification, LR 13:246 (April 1987).

§4763.
Organization and Administration

A.
Capacity. A provider shall not exceed the maximum capacity determined by the fire marshal's office.

1.
Other Jurisdictional Approvals. A provider shall be licensed by the Department of Health and Human Resources, Division of Licensing and Certification.

C.
Staff Coverage

1.
During waking hours, a provider shall have at least one direct service worker on duty at all times.

2.
During sleeping hours, a staff member shall be present and easily accessible to clients.

3.
A provider shall make sufficient provisions for housekeeping and maintenance to ensure that direct service staff are able to adequately perform direct care functions.

4.
A provider utilizing live-in staff shall have sufficient relief staff to ensure adequate off-duty time for live-in staff.

AUTHORITY NOTE:
Promulgated in accordance with R. S. 46:2125.

HISTORICAL NOTE:
Promulgated by the Department of Health and Human Resources, Office of the Secretary, Division of Licensing and Certification, LR 13:246 (April 1987).

§4765.
Quality of Life

A.
Communication. 

1.
A provider shall have a written description of rules and procedures concerning:

a.
telephone communication by clients;

b.
visits from a client's family and friends.

B.
Routines

1.
A provider shall have a written set of daily routines for clients designed to provide for reasonable consistency and timeliness in daily activities, in the delivery of services to clients, and in the provision of adequate periods of recreation, privacy, and sleep.

C.
Work

1.
A provider shall assign as unpaid work for clients only housekeeping tasks similar to those performed in a normal home.

D.
Recreation

1.
A provider shall have a written plan for ensuring that a range of indoor and outdoor recreational and leisure opportunities are provided for clients. Such opportunities shall be based on both the individual interests and needs of the clients and the composition of the living group.

2.
A provider shall utilize the recreational resources of the community whenever appropriate. The provider shall arrange the transportation and supervision required for maximum usage of community resources.

E.
Religion and Culture

1.
Every client shall be permitted to attend religious services in accordance with his/her faith.

2.
Clients shall not be forced to attend religious services.

F.
Clothing

1.
If a client is admitted without adequate clothing, a provider shall ensure that the client is provided with clean, well-fitting clothing appropriate to the season and to the client's age, sex and individual needs.

a.
Clothing shall be maintained in good repair.

b.
All clothing provided to a client shall go with the client at discharge.

c.
Clothing shall belong to the individual client and not be shared in common.

G.
Food Services

1.
A provider shall ensure that a client is, on a daily basis, provided with food of such quality and in such quantity as to meet the recommended daily dietary allowances adjusted for age, gender and activity of the Food Nutrition Board of the National Research Council.

2.
A person designated by the chief administrator shall be responsible for the total food service of the provider. If this person is not a professionally qualified dietitian, regularly scheduled consultations with a professionally qualified dietitian shall be obtained.

3.
A provider shall ensure that a client is provided at least three meals or their equivalent available daily at regular times with not more than 14 hours between the evening meal and breakfast of the following day. Between meal snacks of nourishing quality shall be offered. Meal times shall be comparable to those in a normal home.

a.
The provider shall ensure that the food provided to a client is in accord with his/her religious beliefs.

b.
A provider shall develop written menus at least one week in advance.

c.
Written menus shall be maintained on file for 30 days. Menus shall provide for a sufficient variety of foods and shall vary from week to week.

d.
No client shall be denied a meal for any reason except accord​ing to a doctor's order.

4.
When meals are provided to staff, a provider shall ensure that staff members eat substantially the same food served to clients in care, unless age differences or special dietary requirements dictate differences in diet.

5.
A provider shall purchase and provide to clients only food and drink of safe quality and the storage, preparation and serving techniques shall ensure that nutrients are retained and spoilage is prevented.

a.
Milk and milk products shall be Grade A and pasteurized.

b.
Dry or staple food items shall be stored at least twelve inches above the floor, in a ventilated room not subject to sewage or waste water backflow, or contamination by condensation, leakage, rodents, or vermin.

c.
Perishable foods shall be stored at the proper temperatures to conserve nutritive values.

6.
A provider shall show evidence of effective procedures for cleaning all equipment and work areas.

a.
Handwashing facilities, including hot and cold water, soap, and paper towels, shall be provided adjacent to food service work areas.

H.
Medical Care

1.
A provider shall ensure the availability of a comprehensive program of emergency medical and dental care, as appropriate, for all clients. The provider shall have a written plan for providing such care. This plan shall include:

a.
approaches that ensure that any medical treatment administered will be explained to the client in language suitable to his/her age and understanding;

b.
an on-going relationship with a licensed physician and dentist to advise the provider concerning medical and dental care;

c.
availability of a physician on a 24-hour a day, seven days a week basis;

d.
the provider shall show evidence of access to the resources outlined in this plan.

2.
A provider shall have access to psychiatric and psychological resources, on both an emergency and on-going basis, as appropriate to the needs of clients.

3.
A provider must ensure that a client receives timely, competent medical care, in keeping with community standards of medical practice when he/she is ill or injured.

4.
A provider shall ensure that no medication is given to any client except in accordance with the written order of a physician.

5.
A provider shall ensure that medications are either self-administered or administered by qualified persons according to state law.

a.
A medication shall not be administered to any client for whom the medication has not been ordered.

H.
Reports on Critical Incidents

1.
A provider shall have written procedures for the reporting and documentation of deaths of clients, injuries, fights or physical confrontations, suspected incidents of abuse or neglect, unusual incidents and other situations or circumstances affecting the health, safety or well-being of a client or clients.

a.
Such procedures shall ensure timely verbal and written reports to the governing body of the provider.

2.
When an incident involves abuse or neglect of a client, death of a client, or entails any serious threat to the client's health, safety or wellbeing, a provider shall:

a.
ensure immediate verbal reporting to the governing body by the chief administrator or his/her designee and a preliminary written report within 24 hours of the incident;

b.
ensure immediate notification of designated representatives of DHHR or other appropriate authorities, according to state law;

c.
ensure immediate attempts to notify other involved agencies and parties, as appropriate;

d.
ensure immediate notification of the appropriate law enforcement authority whenever warranted;

e.
ensure follow-up written reports to all appropriate persons and agencies.

AUTHORITY NOTE:
Promulgated in accordance with R. S. 46:2125.

HISTORICAL NOTE:
Promulgated by the Department of Health and Human Resources, Office of the Secretary, Division of Licensing and Certification, LR 13:246 (April 1987).

§4767.
Direct Services Management

A.
Admission Policies

1.
A provider shall have a written description of admissions policies and criteria which shall include the following information:

a.
policies and procedures related to intake;

b.
the age and sex of clients in care;

c.
the needs, problems, situations or patterns best addressed by the provider's program;

d.
any other criterion for admission;

e.
maximum allowable length of stay;

f.
any preplacement requirements on the client;

g.
the written description of admissions policies and criteria shall be provided to DHHR and available to the client.

2.
A provider shall not admit more clients into care than the number specified on the provider's license.

3.
A provider shall not accept any client for placement whose needs cannot be adequately met by the provider's program.

B.
Intake Evaluation

1.
The provider shall accept a client into care only when a current comprehensive intake evaluation has been completed, including social, health and family history; and, medical, social, educational, psychological and, as appropriate, developmental or vocational assessment.

2.
In emergency situations necessitating immediate placement into care, the provider shall gather as much information as possible about the client to be admitted and the circumstances requiring shelter; formalize this in an "emergency admission note" within two days of admission; and then proceed with an intake evaluation as quickly as possible.

C.
Clarification of Expectations to Client

1.
The provider shall, consistent with the client's maturity and ability to understand, make clear its expectations and requirements for behavior, and provide the client with an explanation of the services provided by the program.

2.
A provider shall not admit any client into care whose presence will be seriously damaging to the on-going functioning of the provider or to clients already in care.

D.
Individual Service Plan

1.
A provider shall develop a comprehensive, time-limited, goal oriented individual service plan with the client addressing the client's needs.

a.
A provider shall ensure that all persons working directly with the client are appropriately informed of the service plan.

E.
Departure and Follow-Up

1.
When a client leaves the shelter, the provider shall prepare a departure summary for the client's record which shall include:

a.
the client's destination;

b.
the client's forwarding address and telephone number;

c.
client's permission to be contacted by the provider by phone and/or mail for follow-up purposes;

d.
services provided to client during the shelter stay;

e.
services to be provided on a non-residential basis;

f.
summary client assessment by provider staff.

F.
Client Contract

1.
Provider shall have a clearly written list of rules and regulations governing conduct for clients in care of the provider. These rules and regulations shall be made available to each staff member and each client.

AUTHORITY NOTE:
Promulgated in accordance with R.S. 46:2125.

HISTORICAL NOTE:
Promulgated by the Department of Health and Human Resources, Office of the Secretary, Division of Licensing and Certification, LR 13:246 (April 1987).

§4769.
Physical Environment

A.
Exterior Space

1.
A provider shall maintain the grounds of the facility in an acceptable manner and shall ensure that the grounds are free from any hazard to health or safety.

a.
Garbage and rubbish which is stored outside shall be stored securely in non-combustible, covered containers and shall be removed on a regular basis.

b.
Trash collection receptacles and incinerators shall be separate from play area and be located as to avoid being a nuisance to neighbors.

c.
Fences shall be in good repair.

d.
Areas determined to be unsafe, including steep grades, cliffs, open pits, swimming pools, high voltage boosters, or high speed roads, shall be fenced off or have natural barriers to protect clients.

e.
Playground equipment shall be so located, installed and maintained as to ensure the safety of clients.

2.
A provider shall have access to outdoor recreational space and suitable recreational equipment.

3.
A provider shall provide adequate lighting of exterior areas to ensure the safety of clients and staff during the night.

B.
Interior Space

1.
Each living unit shall contain a space for the free and informal use of clients. This space shall be constructed and equipped in a manner consonant with the programmatic goals of the provider.

C.
Dining Areas

1.
A provider shall provide dining areas which permit children, staff and guests to eat together in small groups.

2.
A provider shall provide dining areas which are clean, well-lighted, ventilated and attractively furnished.

D.
Sleeping Accommodations

1.
A provider shall ensure that sheets, pillow, bedspread and blankets are provided for each client.

a.
Sheets and pillow cases shall be changed at least weekly, but shall be changed more frequently, if necessary.

2.
A provider shall provide clients with solidly constructed beds. Cots or other portable beds are not to be used on a routine basis.

3.
A provider shall ensure that the uppermost mattress of any bunk bed in use shall be far enough from the ceiling to allow the occupant to sit up in bed.

4.
A provider shall provide each client in care with his/her own dresser or other adequate storage space for private use, and designated space for hanging clothing in proximity to the bedroom occupied by the client.

5.
Each client in care of a provider shall have his/her own designated areas for rest and sleep.

E.
Bathrooms

1.
A provider shall provide toilets and baths or showers which allow for individual privacy unless clients in care require assistance.

a.
Each bathroom shall be properly equipped with toilet paper, towels, soap and other items required for personal hygiene unless clients are individually given such items.

b.
Tubs and showers shall have slip-proof surfaces.

2.
A provider shall ensure that bathrooms have a safe and adequate supply of hot and cold running water. This water shall be potable.

3.
A provider shall ensure that bathrooms contain mirrors secured to the walls at convenient heights and other furnishings necessary to meet the clients' basic hygienic needs.

4.
A provider shall ensure that bathrooms are equipped to facilitate maximum self-help by clients. Bathroom shall be large enough to permit staff assistance of children, if necessary.

5.
Toilets, wash basins, and other plumbing or sanitary facilities in a facility shall, at all times, be maintained in good operating condition, and shall be kept free of any materials that might clog or otherwise impair their operation.

F.
Kitchens

1.
Kitchens used for meal preparation shall be provided with the necessary equipment for the preparation, storage, serving and clean up of all meals for all of the clients and staff regularly served by such kitchen. All equipment shall be maintained in working order.

2.
A provider shall not use disposable dinnerware at meals on a regular basis unless the facility documents that such dinnerware is necessary to protect the health or safety of clients in care.

3.
A provider shall ensure that all dishes, cups and glasses used by clients in care are free from chips, cracks or other defects.

a.
All reusable eating and drinking utensils shall be sanitized after a thorough washing and rinsing.

4.
Animals shall not be permitted in food storage, preparation, and dining areas.

G.
Furnishings

1.
A provider shall have comfortable customary furniture as appropriate for all living areas. Furniture for the use of clients shall be appropriately designed to suit the size and capabilities of these clients.

a.
A provider shall ensure that there is evidence of routine maintenance and cleaning programs in all areas of the provider.

H.
Laundry Space

1.
A provider shall have a laundry space with washer and dryer.

I.
Storage

1.
A provider shall ensure that there are sufficient and appropriate storage facilities.

2.
A provider shall have securely locked storage space for all potentially harmful materials. Keys to such storage spaces shall only be available to authorized staff members.

a.
Poisonous or toxic materials shall be stored in storage.

J.
Electrical Systems

1.
A provider shall provide adequate lighting of exterior areas to ensure the safety of clients and staff during the night.

AUTHORITY NOTE:
Promulgated in accordance with R. S. 46:2125.

HISTORICAL NOTE:
Promulgated by the Department of Health and Human Resources, Office of the Secretary, Division of Licensing and Certification, LR 13:246 (April 1987).

§4771.
Emergency and Safety

A.
Emergency and Safety Plan

1.
A provider shall have a written overall plan of emergency and safety procedures.

2.
The plan shall provide for the evacuation of clients to safe or sheltered areas.

3.
The plan shall include provisions for training staff and, as appropriate, clients in preventing, reporting and responding to fires and other emergencies.

4.
The plan shall provide means for an on-going safety program including continuous inspection of the provider for possible hazards, continuous monitoring of safety equipment, and investigation of all accidents or emergencies.

5.
A provider shall prohibit the use of candles in sleeping areas of the clients.

6.
Power driven equipment used by a provider shall be kept in safe and good repair. Such equipment shall be used by clients only under the direct supervision of a staff member and according to state law.

7.
A provider shall have procedures to prevent infestation.

AUTHORITY NOTE:
Promulgated in accordance with R. S. 46:2125.

HISTORICAL NOTE:
Promulgated by the Department of Health and Human Resources, Office of the Secretary, Division of Licensing and Certification, LR 13:246 (April 1987). 
