Family First Homecare
Participant Service Plan Agreement Policy

Effective Date: 06/01/2025
Revision Date: _______________________________
Approved by: ________________________________
Signature: ___________________________________
Applies to: All staff, contractors, and volunteers involved in participant care

Purpose
The purpose of this policy is to ensure that all staff, contractors, and volunteers at Family First Homecare formally agree to carry out the outcomes specified in each participant’s service plan, as required by 55 PA Code § 52.14. This policy outlines the procedures for documenting staff agreements and maintaining records that demonstrate staff understanding and commitment to delivering services as outlined in the service plan.

Scope
This policy applies to all staff members, contractors, and volunteers involved in providing services to participants. It requires that each employee formally agrees to carry out the outcomes included in the participant’s service plan and that this agreement is documented in the employee’s personnel file.

Policy
Family First Homecare requires that all employees, contractors, and volunteers agree to carry out the outcomes included in each participant’s service plan. This agreement will be documented through a signed acknowledgment form, which will be maintained in the employee’s personnel file.

Procedures for Documenting Agreement to Service Plan Outcomes
Review of Participant Service Plans
Each employee responsible for providing services to a participant must review the participant’s service plan before commencing services.

The service plan will include detailed outcomes and instructions for care, including activities of daily living (ADLs), instrumental activities of daily living (IADLs), and other services required.

Agreement to Carry Out Outcomes
After reviewing the service plan, the employee will sign a Participant Service Plan Agreement Form, indicating their understanding and commitment to carrying out the outcomes specified in the plan.
The signed form must be submitted to Human Resources and included in the employee’s personnel file.

Annual and Ongoing Updates
Each employee must sign a new Participant Service Plan Agreement Form whenever the participant’s service plan is updated, or at least annually as part of the performance review process.
Supervisors will review the service plan outcomes with staff regularly to ensure understanding and adherence to the plan.

Monitoring and Compliance
The Compliance Officer will conduct quarterly audits of employee personnel files to verify that all required Participant Service Plan Agreement Forms are completed and up to date.

Staff Responsibilities for Agreement Compliance
Human Resources (HR)
Responsible for ensuring that all staff members sign the Participant Service Plan Agreement Form before providing services to participants.

HR will maintain copies of the signed forms in each employee’s personnel file.

Supervisors and Managers
Responsible for ensuring that staff members understand and carry out the outcomes specified in the participant’s service plan.

Must review and update the agreement forms whenever a service plan is modified.

Compliance Officer
Responsible for conducting regular audits of personnel files to ensure compliance with the policy and reporting any non-compliance issues to management.

Disciplinary Actions for Non-Compliance
Failure to Sign Agreement
Employees who fail to sign the Participant Service Plan Agreement Form will not be permitted to provide services to participants and may face disciplinary action, including suspension or termination of employment.

Failure to Carry Out Service Plan Outcomes
Employees who fail to adhere to the outcomes specified in the service plan may face corrective actions, including re-training, reassignment, or termination.

Training on Service Plan Agreements
Initial Training
All new employees will receive training on the importance of following participant service plans and the requirement to sign the Participant Service Plan Agreement Form.

Annual Refresher Training
Employees will receive annual refresher training on service plan agreements as part of their ongoing professional development.

Acknowledgment
Employees must sign an acknowledgment form confirming that they have received and understood the requirements for agreeing to and carrying out the outcomes specified in the participant’s service plan.

Monitoring and Compliance
Quarterly Audits
The Compliance Officer will conduct quarterly audits of personnel files to verify that all staff have signed the Participant Service Plan Agreement Form and are in compliance with this policy.

Corrective Actions for Non-Compliance
Any employee found to be non-compliant with this policy will be subject to corrective action, including re-training, suspension, or termination, depending on the severity of the non-compliance.

Policy Review and Updates
This policy will be reviewed annually by the Compliance Officer and updated as necessary to ensure compliance with 55 PA Code § 52.14 and any changes to participant service plan requirements.
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