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INTRODUCTION 

Mission Statement: 
To empower and support youth in their journey towards independence and well-being by 
providing compassionate and personalized home care services that prioritize their 
unique needs and aspirations. 
 

Vision Statement: 
To be the premier day program and counseling organization for youth, dedicated to 
creating a nurturing and empowering environment where young individuals can discover 
their potential, build resilience, and thrive in all aspects of their lives 
 

 



Objectives of the Policy Manual 
 

● Provide Clear Guidance: The policy manual aims to establish clear guidelines 
and procedures for the day program and counseling services. It ensures that all 
staff members have a comprehensive understanding of their roles, 
responsibilities, and expectations. 

 
● Ensure Consistency: The manual sets standardized practices and policies across 

the organization, promoting consistency in service delivery, decision-making, and 
program implementation. This helps maintain quality and integrity throughout the 
organization. 

 
● Compliance with Regulations: The policy manual ensures compliance with 

relevant laws, regulations, and industry standards. It provides a framework for 
the organization to meet legal requirements, maintain ethical standards, and 
protect the well-being and rights of participants. 

 
● Risk Management: By outlining policies and procedures, the manual helps 

identify and mitigate risks associated with program activities, participant safety, 
and organizational operations. It emphasizes the importance of safety protocols, 
incident reporting, and emergency procedures. 

 
● Support Professional Development: The manual can include guidelines for 

ongoing professional development, training, and supervision. It encourages staff 
members to enhance their skills and knowledge, ensuring they remain up-to-date 
with best practices in counseling techniques, youth development, and program 
management. 

 
 



PROGRAM GOALS AND OBJECTIVES 

Target Audience 
 
Our day program and counseling services are specifically designed to cater to the 
unique needs of youth aged [under 18] who may be facing various challenges in their 
lives.  
 
Our target audience includes: 
 

1. Adolescents and young adults: We provide support and guidance to adolescents 
and young adults who may be experiencing difficulties related to mental health, 
emotional well-being, self-esteem, peer relationships, family dynamics, 
educational challenges, or transitional periods. 

2. At-risk youth: Our program extends a helping hand to youth who may be at risk of 
involvement in negative behaviors, substance abuse, juvenile justice system, or 
other adverse circumstances. We aim to empower them with the necessary skills 
and resources to overcome obstacles and make positive choices. 

3. Culturally diverse and marginalized youth: We embrace and celebrate diversity, 
welcoming youth from different cultural backgrounds, ethnicities, and 
socioeconomic statuses. Our program ensures inclusivity and provides culturally 
sensitive support to help these young individuals navigate their unique 
experiences. 

4. Youth with special needs: We are dedicated to serving youth with special needs, 
including physical disabilities, developmental disorders, or learning challenges. 
Our program strives to create an inclusive environment that fosters their overall 
growth, self-confidence, and independence. 

5. Community referrals: We collaborate with schools, community organizations, and 
agencies to accept referrals of youth who may benefit from our day program and 
counseling services. This includes partnering with social workers, counselors, 
educators, and healthcare professionals who recognize the value of our 
specialized support. 

 
At Help Me Live Home Care, we understand that each young person has their own 
distinct circumstances and aspirations. We are committed to tailoring our program to 
meet the specific needs of our target audience, providing a safe, supportive, and 
empowering environment for their personal growth and well-being. 

 



Program Components 
● Therapeutic Counseling: Our day program offers individual and group counseling 

sessions facilitated by qualified and experienced counselors. Through 
evidence-based therapeutic approaches, we address a range of issues including 
mental health, emotional well-being, self-esteem, stress management, and 
relationship building. 

 
● Life Skills Development: We provide comprehensive life skills training to equip 

youth with essential practical skills necessary for their personal and social 
development. This includes workshops and activities focused on communication, 
problem-solving, decision-making, goal setting, time management, and 
resilience-building. 

 
● Educational Support: Our program offers educational support to help youth 

succeed academically. We provide tutoring, study skills development, homework 
assistance, and guidance in educational planning to ensure participants can 
reach their educational goals. 

 
● Recreational and Creative Activities: We believe in the importance of holistic 

development and self-expression. Our program includes a wide range of 
recreational and creative activities such as sports, arts and crafts, music, drama, 
and outdoor adventures. These activities promote physical well-being, creativity, 
teamwork, and self-confidence. 

 
● Career Exploration and Vocational Training: We assist youth in exploring career 

options and developing essential job skills. Through career assessments, 
workshops, mentoring, and internships, we aim to prepare participants for future 
employment and help them make informed career choices. 

 



Program Evaluation 
 
At Help Me Live Home Care, we are committed to continuously assessing and 
improving the effectiveness of our day program and counseling services. We utilize the 
following strategies for program evaluation: 
 

● Data Collection: We collect quantitative and qualitative data through participant 
assessments, surveys, feedback forms, and progress reports. This information 
helps us understand the impact of our program on participants' well-being, skill 
development, and overall satisfaction. 

 
● Outcome Measurement: We measure key outcomes and indicators to evaluate 

the success of our program. This includes assessing changes in participants' 
mental health, social skills, academic performance, self-esteem, and other 
relevant factors. 

 
● Stakeholder Feedback: We actively seek feedback from participants, their 

families, and our staff members to gain insights into their experiences and 
suggestions for program improvement. We value their input and use it to make 
informed decisions and implement necessary enhancements. 

 
● Program Review: We conduct periodic program reviews, analyzing data and 

feedback to identify strengths, areas for improvement, and emerging needs. This 
review process informs adjustments to our program components, policies, and 
procedures. 

 
● Continuous Improvement: We are committed to a culture of continuous 

improvement, using evaluation findings to make data-driven decisions and 
implement enhancements. We regularly review and update our program based 
on best practices, research, and changing community needs. 

 
By employing rigorous program evaluation methodologies, we ensure that our day 
program and counseling services remain effective, relevant, and impactful, helping 
youth reach their full potential and achieve positive outcomes in their lives. 

 



Participant Rights and Responsibilities 
Rights of Participants: 
 

a. Respect and Dignity: We are committed to treating all participants with respect, 
dignity, and fairness, fostering an inclusive and supportive environment free from 
discrimination or harassment based on race, ethnicity, gender, sexual orientation, 
religion, or any other protected characteristic. 
 
b. Confidentiality and Privacy: Participants have the right to privacy and 
confidentiality regarding their personal information, disclosures, and participation 
in the program, in accordance with applicable laws and regulations. We will 
maintain confidentiality unless there is a risk of harm or legal obligation to 
disclose. 
 
c. Informed Consent: Participants have the right to receive clear and accurate 
information about the program, its objectives, activities, and potential benefits or 
risks. Informed consent will be sought for participation in specific program 
components, as well as for the collection and use of personal information. 
 
d. Choice and Autonomy: Participants have the right to make decisions regarding 
their involvement in the program, including the selection of activities, services, 
and goals. We respect participants' autonomy and seek their input in 
individualized planning and decision-making processes. 
 
e. Safety and Well-being: Participants have the right to a safe and secure 
environment. We prioritize the physical and emotional well-being of participants, 
implementing appropriate safety measures and guidelines to mitigate potential 
risks. 

 
Responsibilities of Participants: 
 

a. Active Participation: Participants are responsible for actively engaging in the 
program, attending scheduled activities, and actively participating in the 
counseling process to the best of their abilities. 
 
b. Compliance with Program Rules: Participants are expected to adhere to 
program rules, guidelines, and codes of conduct, promoting a positive and 
respectful atmosphere for themselves and others. 
 



c. Communication and Feedback: Participants are encouraged to provide open 
and honest communication, sharing their thoughts, concerns, and feedback with 
program staff. This helps us continually improve our services and address 
individual needs effectively. 
 
d. Respect for Others: Participants are responsible for treating others with 
respect, dignity, and kindness. Any form of harassment, bullying, or disruptive 
behavior will not be tolerated. 
 
e. Confidentiality and Privacy: Participants are responsible for maintaining the 
confidentiality and privacy of fellow participants and staff members. They should 
refrain from sharing sensitive or personal information about others without their 
consent. 
 
f. Safety Awareness: Participants are expected to follow safety guidelines, report 
any safety concerns or incidents promptly, and actively contribute to maintaining 
a safe environment for themselves and others. 
 
g. Collaboration: Participants are encouraged to collaborate with program staff, 
actively participate in goal-setting and planning processes, and work towards 
achieving personal growth and developmental objectives. 

 
At Help Me Live Home Care, we are committed to upholding the rights of participants 
and promoting a shared responsibility between participants and the organization. This 
policy ensures a respectful, inclusive, and empowering environment for all involved in 
our day program and counseling services. 

 



RIGHTS OF PARTICIPANTS 

Confidentiality and Privacy Policies 
 
Confidentiality of Participant Information: 
 

a. Personal Information: Help Me Live Home Care recognizes the importance of 
protecting the confidentiality of participant information. All personal information 
shared by participants, including personal histories, assessments, progress 
notes, and other relevant documentation, will be kept confidential and securely 
stored. 
 
b. Access to Information: Access to participant information will be limited to 
authorized personnel directly involved in the provision of services and program 
administration. Staff members will only access participant information on a 
need-to-know basis to ensure privacy and confidentiality. 
 
c. Consent and Release: Prior to accessing participant information, explicit 
consent and release forms will be obtained from participants or their legal 
guardians. These forms will clearly outline the purpose of information sharing and 
the extent of consent granted. 
 
d. Sharing Information with Third Parties: Participant information will only be 
shared with third parties, such as healthcare professionals, educational 
institutions, or social service agencies, with the participant's informed consent or 
when required by law. In such cases, information will be shared on a 
need-to-know basis and in compliance with relevant privacy regulations. 

 
Safeguarding Participant Privacy: 
 

a. Physical and Electronic Security: Help Me Live Home Care will implement 
appropriate physical and electronic security measures to protect participant 
information from unauthorized access, loss, theft, or misuse. This includes 
secure storage systems, password-protected databases, and encryption 
technologies. 
 
b. Training and Awareness: Staff members will receive training on the importance 
of confidentiality and privacy, as well as the organization's policies and 



procedures for safeguarding participant information. This training will promote an 
understanding of privacy best practices and ensure compliance. 

 
c. Consent for Media and Publicity: Any use of participant photographs, videos, 
or testimonials for promotional or publicity purposes will require separate consent 
from the participant or their legal guardian. Help Me Live Home Care will ensure 
that participant privacy is respected and their identities protected in any public 
representation. 
 
d. Data Retention: Participant information will be retained for the duration 
required by applicable laws and regulations. After the retention period, participant 
records will be securely disposed of or anonymized to protect privacy. 
 
e. Breach Notification: In the event of a suspected or confirmed data breach 
compromising participant information, Help Me Live Home Care will promptly 
notify affected individuals and relevant authorities as required by law. Appropriate 
steps will be taken to mitigate the impact of the breach and prevent future 
occurrences. 

 
At Help Me Live Home Care, we prioritize the confidentiality and privacy of participant 
information. Our Confidentiality and Privacy Policies are designed to ensure that 
participant information is handled securely, shared only as necessary, and protected 
from unauthorized disclosure. By adhering to these policies, we maintain the trust and 
confidentiality necessary to create a safe and supportive environment for our 
participants. 
 

 



Consent and Release Forms 
 
Purpose and Scope 

a. Help Me Live Home Care recognizes the importance of obtaining informed 
consent from participants or their legal guardians for the collection, use, and 
disclosure of personal information. Consent and release forms are used to 
ensure transparency, respect participant autonomy, and comply with applicable 
privacy laws and regulations. 
 
b. Consent and release forms encompass various aspects, including participation 
in program activities, sharing of information with third parties, use of photographs 
or videos for promotional purposes, and any other specific instances requiring 
participant consent. 

 
Informed Consent: 
 

a. Participants or their legal guardians will be provided with clear and 
understandable information regarding the purpose, scope, and potential risks and 
benefits associated with their involvement in the program or specific activities. 
This enables them to make informed decisions about their participation. 
 
b. Consent will be obtained in writing, using standardized consent and release 
forms. These forms will outline the specific information to be collected, the 
purpose of its use, and the individuals or organizations with whom it may be 
shared. 
 
c. Participants or their legal guardians have the right to ask questions, seek 
clarification, and withdraw their consent at any time. They will be informed of their 
rights and the potential consequences of withdrawing consent. 

 
Use and Disclosure of Information: 
 

a. Consent forms will clearly specify the purpose and scope of information 
collection, use, and disclosure. This includes sharing participant information with 
relevant program staff, collaborating professionals, educational institutions, 
healthcare providers, or other authorized individuals or organizations involved in 
the provision of services. 
 
b. Participants or their legal guardians will have the opportunity to indicate their 
preferences regarding the sharing of information and the level of confidentiality 



they wish to maintain. Any restrictions or preferences expressed will be 
respected, unless overridden by legal obligations or safety considerations. 

 
Photographic and Video Consent: 
 

a. Consent and release forms will specifically address the use of participant 
photographs, videos, or testimonials for promotional or publicity purposes. 
Participants or their legal guardians will have the option to grant or withhold 
consent for the use of their visual and audio representations. 
 
b. Help Me Live Home Care will ensure that participant identities are protected, 
and their privacy is respected in any public representation. Measures will be 
taken to prevent the unauthorized use or disclosure of participant images or 
personal information. 

 
Documentation and Record-Keeping: 

 
a. Signed consent and release forms will be securely stored as part of participant 
records. These records will be maintained in accordance with applicable laws 
and regulations regarding data retention and privacy. 
 
b. Participants or their legal guardians will have the right to access their consent 
forms and request copies of their personal information in accordance with 
relevant privacy laws. 

 
At Help Me Live Home Care, we prioritize informed consent and respect participant 
autonomy. Our Consent and Release Forms policy ensures that participants or their 
legal guardians are fully informed about the collection, use, and disclosure of their 
personal information, and have the opportunity to provide consent based on their 
individual preferences and circumstances. 

 



Staff and Volunteer Policies 
 
Recruitment and Selection: 
 

a. Help Me Live Home Care is committed to recruiting and selecting qualified and 
dedicated individuals to serve as staff members and volunteers. The organization 
will follow fair and non-discriminatory practices during the recruitment and 
selection process. 
 
b. Job descriptions, qualifications, and expectations will be clearly communicated 
to potential staff members and volunteers to ensure alignment with the 
organization's mission and goals. 
 
c. Background checks, including criminal record checks and reference checks, 
will be conducted for all staff members and volunteers who will be working 
directly with program participants, in compliance with applicable laws and 
regulations. 

 
Training and Professional Development: 
 

a. Staff members and volunteers will receive comprehensive orientation and 
training to ensure they have the necessary knowledge and skills to fulfill their 
roles effectively and provide quality services to participants. 
 
b. Ongoing professional development opportunities will be provided to staff 
members and volunteers to enhance their competencies, stay updated with best 
practices, and continuously improve their performance. 
 
c. Training topics may include child and youth development, cultural competence, 
ethical considerations, communication skills, behavior management, crisis 
intervention, and any other relevant areas based on the program's needs. 

 
Code of Conduct and Professionalism: 
 

a. Staff members and volunteers are expected to adhere to a code of conduct 
that reflects professionalism, integrity, and respect for participants, colleagues, 
and the organization. 
 
b. They will maintain appropriate boundaries with participants, maintaining a 
professional relationship based on trust, respect, and confidentiality. 



 
c. Any form of discrimination, harassment, or inappropriate behavior, including 
physical, verbal, or emotional abuse, will not be tolerated and will be subject to 
disciplinary action, up to and including termination of employment or 
volunteering. 

 
Confidentiality and Privacy: 
 

a. Staff members and volunteers will uphold strict confidentiality and privacy 
standards regarding participant information and any personal matters shared 
during the course of their involvement in the program. 
 
b. They will adhere to the organization's Confidentiality and Privacy Policies, 
ensuring that participant information is protected from unauthorized access, 
disclosure, or use. 
 
c. Any breach of confidentiality or privacy will be taken seriously and may result 
in disciplinary action, up to and including termination of employment or 
volunteering. 

 
Safety and Risk Management: 
 

a. Staff members and volunteers are responsible for maintaining a safe and 
secure environment for participants, following all safety protocols, and promptly 
reporting any safety concerns or incidents to the appropriate authorities. 
 
b. They will undergo training in emergency response procedures, including first 
aid and CPR, as appropriate for their roles and responsibilities. 
 
c. Help Me Live Home Care will provide staff members and volunteers with the 
necessary resources and support to effectively manage potential risks and 
ensure participant safety. 

 
At Help Me Live Home Care, we recognize the valuable contributions of our staff 
members and volunteers in delivering high-quality services to our participants. Our Staff 
and Volunteer Policies outline the expectations, responsibilities, and guidelines to create 
a professional, safe, and supportive environment for both staff members and program 
participants. 
 
 



RECRUITMENT AND SELECTION 

Training and Development 
 
Staff Development: 
 

a. Help Me Live Home Care is committed to the professional growth and 
development of its staff members. We recognize that ongoing training and 
learning opportunities contribute to enhancing their knowledge, skills, and 
effectiveness in serving program participants. 
 
b. Staff members will have access to a range of training and development 
opportunities, including workshops, seminars, conferences, online courses, and 
other relevant resources. These opportunities will be aligned with their roles, 
responsibilities, and the program's goals. 
 
c. The organization will allocate resources to support staff members' participation 
in training and development activities, including funding, time off, or flexible 
scheduling, as appropriate and feasible. 

 
Professional Development Planning: 
 

a. Help Me Live Home Care encourages staff members to actively engage in 
professional development planning. This includes setting goals, identifying areas 
for growth, and creating individual development plans in collaboration with their 
supervisors. 
 
b. Supervisors will provide guidance and support to staff members in identifying 
relevant training opportunities, accessing resources, and evaluating the impact of 
professional development activities on their performance and the program's 
outcomes. 

 
Knowledge Sharing and Collaboration: 
 

a. Help Me Live Home Care promotes a culture of knowledge sharing and 
collaboration among staff members. This includes creating opportunities for staff 
members to share their expertise, best practices, and innovative approaches with 
their colleagues. 
 



b. Staff members will be encouraged to participate in team meetings, case 
conferences, peer-learning sessions, and other forums where they can exchange 
ideas, discuss challenges, and learn from one another. 

 
Evaluation of Training Effectiveness: 
 

a. The organization will conduct periodic evaluations to assess the effectiveness 
of training and development activities. Feedback from staff members, 
supervisors, and program participants will be gathered to determine the impact of 
training on staff performance, participant outcomes, and overall program quality. 
 
b. Evaluation findings will be used to inform future training and development 
initiatives, make adjustments to training content or delivery methods, and ensure 
ongoing improvement in staff competence and program effectiveness. 

 



Code of Conduct 
Non-Discrimination and Equal Opportunity: 
 

a. Help Me Live Home Care is committed to providing an inclusive and equitable 
environment for all participants, staff members, and volunteers. Discrimination 
based on race, color, religion, sex, sexual orientation, gender identity, national 
origin, age, disability, or any other protected characteristic is strictly prohibited. 
 
b. All individuals associated with Help Me Live Home Care will be treated with 
respect, fairness, and dignity, and will not be subjected to any form of 
discrimination, including but not limited to, derogatory remarks, exclusion, or 
unfair treatment. 

 
Conflict of Interest: 
 

a. Staff members and volunteers at Help Me Live Home Care are expected to 
avoid any conflicts of interest that may compromise their objectivity, integrity, or 
the best interests of the program participants. 
 
b. They will disclose any actual or potential conflicts of interest to their 
supervisors or designated personnel promptly. In cases where a conflict of 
interest arises, appropriate steps will be taken to manage and mitigate the 
conflict in a fair and transparent manner. 

 
Professional Boundaries and Relationships: 
 

a. Staff members and volunteers will maintain professional boundaries with 
program participants and avoid engaging in relationships that could compromise 
the objectivity, trust, or well-being of the participants. 
 
b. They will refrain from engaging in any form of exploitation, abuse, or 
harassment of program participants. Any concerns or suspicions of such 
behavior must be reported immediately to the appropriate authorities within the 
organization. 

 
Use of Resources: 
 

a. Staff members and volunteers will use organizational resources, including 
equipment, supplies, and facilities, responsibly and solely for the purpose of 
carrying out their assigned duties and responsibilities. 



 
b. Unauthorized use, misappropriation, or theft of organizational resources is 
strictly prohibited and may result in disciplinary action. 

 
Professional Communication: 
 

a. Staff members and volunteers will communicate professionally and respectfully 
with program participants, colleagues, and external stakeholders. 
 
b. They will refrain from using offensive, derogatory, or disrespectful language, 
both in verbal and written communication, and will uphold the principles of active 
listening, empathy, and cultural sensitivity. 

 
Reporting and Whistleblowing: 
 

a. Help Me Live Home Care encourages a culture of transparency and 
accountability. Staff members and volunteers are encouraged to report any 
violations of the Code of Conduct, ethical concerns, or suspected misconduct 
promptly. 
 
b. The organization will provide mechanisms and procedures for confidential 
reporting, ensuring protection against retaliation for individuals who report in 
good faith. 
 

At Help Me Live Home Care, we uphold the highest standards of ethical conduct and 
professionalism. Our Code of Conduct sets clear expectations for all individuals 
associated with our organization, fostering a safe, respectful, and inclusive environment 
for program participants, staff members, and volunteers. 

 



Performance Evaluation 
Purpose of Performance Evaluation: 
 

a. Help Me Live Home Care conducts performance evaluations to assess and 
recognize the performance, skills, and contributions of staff members and 
volunteers. 
 
b. Performance evaluations provide an opportunity to provide feedback, set 
performance expectations, identify areas for improvement, and recognize 
achievements. 
 

Evaluation Criteria and Process: 
 

a. Clear and objective evaluation criteria will be established to assess 
performance based on job responsibilities, goals, and competencies relevant to 
each position. 
 
b. The evaluation process will include a combination of self-assessment, 
supervisor assessment, and, where applicable, input from peers, program 
participants, and other relevant stakeholders. 
 
c. Evaluations will be conducted at regular intervals, as determined by 
organizational policies, typically annually or biannually. 

 
Performance Goals and Development Plans: 
 

a. Performance evaluations will include the establishment of performance goals 
that align with the organization's mission, vision, and strategic objectives. 
 
b. Staff members and volunteers will have the opportunity to collaboratively 
discuss and set individual performance goals with their supervisors. 
 
c. Development plans will be created to support staff members and volunteers in 
enhancing their skills, knowledge, and capabilities in line with their performance 
goals and organizational needs. 

 
 
 
 
 



Feedback and Coaching: 
 

a. Performance evaluations will provide a platform for constructive feedback and 
coaching. Supervisors will provide feedback on strengths, areas for 
improvement, and specific actions that can be taken to enhance performance. 
 
b. Ongoing feedback and coaching will be encouraged throughout the evaluation 
period to support continuous growth and improvement. 

 
Performance Recognition: 
 

a. Help Me Live Home Care recognizes and acknowledges outstanding 
performance and achievements through various means, such as performance 
awards, public recognition, or additional professional development opportunities. 
 
b. Performance evaluations will include an assessment of achievements, 
contributions, and adherence to organizational values, with corresponding 
recognition and rewards. 

 
Performance Improvement: 
 

a. Performance evaluations will identify areas for improvement and provide 
opportunities for staff members and volunteers to address any performance 
gaps. 
 
b. Supervisors will work collaboratively with staff members and volunteers to 
create performance improvement plans, setting clear expectations, timelines, and 
support mechanisms to help individuals meet performance standards. 

 
Confidentiality and Privacy: 
 

a. Performance evaluations and related discussions will be treated confidentially 
and shared only with relevant parties involved in the evaluation process. 
 
b. Access to performance evaluation records will be restricted to authorized 
personnel, in compliance with applicable privacy laws and regulations. 

 
At Help Me Live Home Care, we value the growth and development of our staff 
members and volunteers. Our Performance Evaluation policies provide a structured and 
objective framework for assessing performance, setting goals, providing feedback, and 



recognizing achievements. Through performance evaluations, we aim to foster a culture 
of continuous improvement and support the professional development of our team 
members. 
 

 



 

Safety and Risk Management 
 
Safety Procedures and Guidelines: 
 

a. Help Me Live Home Care is committed to maintaining a safe and secure 
environment for program participants, staff members, volunteers, and visitors. 
 
b. Safety procedures and guidelines will be established and communicated to all 
individuals associated with the organization, outlining protocols for emergency 
situations, accident prevention, and response to incidents. 
 
c. Regular safety drills and training sessions will be conducted to ensure 
everyone is familiar with safety procedures and can respond effectively in case of 
emergencies. 
 

Risk Assessment and Mitigation: 
 

a. Help Me Live Home Care will regularly conduct risk assessments to identify 
potential hazards and risks associated with program activities, facilities, and 
equipment. 
 
b. Mitigation strategies will be developed and implemented to minimize risks and 
create a safe environment. This may include implementing safety protocols, 
providing appropriate safety equipment, and ensuring adherence to relevant 
safety standards and regulations. 
 
c. Risk assessments will be reviewed periodically and updated as necessary to 
address any new risks or changes in program operations. 

 
Incident Reporting and Investigation: 
 

a. All incidents, accidents, and near-miss events will be reported promptly to the 
designated personnel within the organization. 
 
b. A comprehensive incident reporting and investigation process will be in place 
to ensure that incidents are properly documented, investigated, and necessary 
actions are taken to prevent reoccurrence. 
 



c. Lessons learned from incident investigations will be shared with relevant staff 
members and volunteers to enhance safety awareness and improve risk 
management practices. 

 
Health and Hygiene: 
 

a. Help Me Live Home Care will maintain and promote a clean and hygienic 
environment to prevent the spread of illnesses and maintain the health and 
well-being of program participants, staff members, and volunteers. 
 
b. Adequate sanitation facilities, including hand washing stations, will be 
provided, and regular cleaning and disinfection procedures will be implemented. 
 
c. Health and hygiene practices, such as proper hand hygiene, 
coughing/sneezing etiquette, and personal protective measures, will be promoted 
among all individuals involved in program activities. 

 
Supervision and Monitoring: 
 

a. Adequate supervision will be provided to program participants to ensure their 
safety and well-being during activities, both on-site and off-site. 
 
b. Staff members and volunteers will be assigned appropriate supervision 
responsibilities based on the age, abilities, and needs of the participants. 
 
c. Regular monitoring and oversight mechanisms will be in place to ensure 
compliance with safety protocols, identify potential risks, and address any safety 
concerns promptly. 

 
Training and Education: 
 

a. Staff members and volunteers will receive comprehensive safety training that 
equips them with the knowledge and skills necessary to ensure the safety of 
program participants. 
 
b. Training will cover topics such as emergency response procedures, first aid 
and CPR, behavior management, risk identification, and any other relevant safety 
practices. 
 



c. Ongoing education and refresher training will be provided to staff members 
and volunteers to ensure they remain up-to-date with safety protocols and best 
practices. 

 
At Help Me Live Home Care, we prioritize the safety and well-being of our program 
participants, staff members, and volunteers. Our Safety and Risk Management policies 
outline the procedures, responsibilities, and guidelines to create a secure environment, 
mitigate risks, and respond effectively to incidents. Through proactive risk management 
practices, we aim to provide a safe and nurturing environment for everyone involved in 
our programs. 

 



HEALTH AND SAFETY GUIDELINES 

Emergency Procedures 
Emergency Response Plan: 
 

a. Help Me Live Home Care will develop and maintain an Emergency Response 
Plan that outlines procedures for responding to various types of emergencies, 
including but not limited to natural disasters, medical emergencies, fires, and 
security incidents. 
 
b. The Emergency Response Plan will be reviewed and updated periodically to 
ensure its effectiveness and alignment with best practices and regulatory 
requirements. 
 
c. All staff members and volunteers will be provided with a copy of the 
Emergency Response Plan and trained on their roles and responsibilities during 
emergency situations. 

 
Emergency Communication: 
 

a. Clear lines of communication will be established and maintained during 
emergencies to ensure timely dissemination of information and instructions to all 
individuals involved. 
 
b. Communication protocols will include methods for contacting emergency 
services, notifying relevant personnel within the organization, and informing 
program participants, staff members, and volunteers about the nature of the 
emergency and necessary actions to be taken. 
 
c. Emergency contact information, including contact numbers for local authorities, 
medical services, and key personnel within the organization, will be readily 
accessible to staff members and volunteers. 

 
Evacuation Procedures: 
 

a. Help Me Live Home Care will develop evacuation procedures that outline 
routes, assembly points, and actions to be taken in the event of an evacuation. 

 



b. Evacuation drills will be conducted regularly to ensure that staff members, 
volunteers, and program participants are familiar with evacuation procedures and 
can evacuate safely and efficiently. 
 
c. Procedures will be in place to account for all individuals following an 
evacuation and to ensure their well-being during the emergency. 

 
Medical Emergencies: 
 

a. Protocols and guidelines will be established to address medical emergencies 
that may occur during program activities. 
 
b. Designated staff members and volunteers will be trained in first aid and CPR, 
and appropriate first aid supplies and equipment will be readily available. 
 
c. Procedures will be in place for promptly contacting emergency medical 
services, assessing and providing initial care to the individual in need, and 
coordinating with medical professionals as required. 
 

Shelter-in-Place Procedures: 
 

a. Help Me Live Home Care will develop shelter-in-place procedures for 
situations that require individuals to remain indoors and take protective 
measures. 
 
b. Procedures will include instructions for securing the premises, maintaining 
communication and monitoring, and providing necessary support and resources 
to program participants, staff members, and volunteers during the 
shelter-in-place period. 

 
Staff Roles and Training: 
 

a. Designated staff members and volunteers will be assigned specific roles and 
responsibilities during emergencies, such as emergency coordinators, first aid 
responders, or evacuation leaders. 
 
b. Staff members and volunteers will receive training on emergency procedures, 
including their assigned roles and responsibilities, so they can effectively respond 
to emergencies and support program participants. 
 



c. Training will be provided periodically to ensure that staff members and 
volunteers remain knowledgeable and capable of implementing emergency 
procedures. 
 

At Help Me Live Home Care, we prioritize the safety and well-being of our program 
participants, staff members, and volunteers. Our Emergency Procedures policies outline 
the necessary protocols, communication strategies, and actions to be taken during 
various emergency situations. By implementing comprehensive emergency response 
plans and providing appropriate training, we aim to ensure a prompt and effective 
response to emergencies, safeguarding the welfare of all individuals involved in our 
programs. 

 



Incident Reporting and Investigation 
 
Reporting Procedures: 
 

a. Help Me Live Home Care establishes clear procedures for reporting incidents, 
accidents, near-miss events, or any other concerning situations promptly. 
 
b. All staff members and volunteers are required to report incidents they witness 
or are involved in, ensuring that no incidents go unreported. 
 
c. Reporting mechanisms may include incident report forms, online reporting 
systems, or designated personnel responsible for receiving incident reports. 

 
Immediate Response: 
 

a. Upon receiving an incident report, Help Me Live Home Care will take 
immediate action to ensure the safety and well-being of individuals involved, if 
applicable. 
 
b. Designated personnel will assess the severity of the incident and initiate 
appropriate response measures, such as medical assistance, securing the 
scene, or implementing safety protocols. 
 
c. In case of emergencies or critical incidents, emergency services will be 
contacted as necessary. 

 
Documentation and Record-Keeping: 
 

a. All incident reports will be documented in a timely and accurate manner, 
capturing relevant details, including the date, time, location, individuals involved, 
witnesses, and a description of the incident. 
 
b. Incident reports will be securely stored and maintained as confidential records, 
following applicable privacy laws and regulations. 
 
c. Incident records will be reviewed periodically for analysis and identification of 
trends to inform risk management strategies and preventive measures. 

 
 
 



Investigation Process: 
 

a. Help Me Live Home Care will establish an investigation process to thoroughly 
investigate reported incidents and determine the root causes and contributing 
factors. 
 
b. Investigations will be conducted promptly, impartially, and by designated 
personnel with appropriate expertise and training. 
 
c. Investigations may involve gathering additional information, conducting 
interviews with involved individuals, reviewing relevant documents or records, 
and seeking external expertise as necessary. 

 
Corrective Actions and Preventive Measures: 
 

a. Based on the findings of the investigation, appropriate corrective actions will 
be taken to address any immediate concerns or risks identified. 
 
b. Preventive measures will be developed and implemented to mitigate the risk of 
similar incidents occurring in the future. This may include revising policies, 
enhancing training programs, implementing new safety protocols, or providing 
additional resources. 
 
c. The effectiveness of corrective actions and preventive measures will be 
monitored and reviewed periodically to ensure their ongoing efficacy. 

 
Confidentiality and Non-Retaliation: 
 

a. Help Me Live Home Care will ensure that incident reports, investigation 
findings, and related information are treated with confidentiality and shared only 
with authorized personnel involved in the investigation process. 
 
b. Individuals who report incidents in good faith will be protected against 
retaliation, and any acts of retaliation will be treated as separate violations 
subject to appropriate disciplinary action. 
 

Reporting to External Authorities: 
 



a. Help Me Live Home Care will comply with all applicable laws and regulations 
regarding incident reporting to external authorities, such as child protection 
services, law enforcement agencies, or regulatory bodies. 
 
b. Designated personnel will follow the appropriate reporting procedures and 
timelines as required by law, ensuring the organization fulfills its legal obligations. 

 
At Help Me Live Home Care, we are committed to maintaining a safe and transparent 
environment for all individuals involved in our programs. Our Incident Reporting and 
Investigation policies provide clear guidelines for reporting incidents, conducting 
thorough investigations, and taking necessary corrective and preventive measures. By 
fostering a culture of reporting and learning, we strive to continuously improve our 
practices, ensure accountability, and promote the safety and well-being of everyone 
associated with our organization. 

 



PROGRAM STRUCTURE AND SCHEDULE 

Program Rules and Expectations 
 
Code of Conduct: 
 

a. Help Me Live Home Care expects all program participants, staff members, and 
volunteers to adhere to a code of conduct that promotes respect, inclusivity, and 
a safe and positive environment. 
 
b. The code of conduct outlines expectations regarding behavior, language, 
dress code, interactions with others, and adherence to program policies and 
procedures. 
 
c. Violations of the code of conduct may result in disciplinary action, which can 
include warnings, temporary suspension, or termination from the program, 
depending on the severity of the offense. 

 
Attendance and Punctuality: 
 

a. Program participants are expected to attend program activities regularly and 
arrive on time. 
 
b. Staff members and volunteers are expected to fulfill their assigned shifts and 
responsibilities promptly. 
 
c. Prior notice and approval should be sought for any planned absences or 
tardiness. 

 
Respectful and Inclusive Environment: 
 

a. Help Me Live Home Care is committed to fostering a respectful and inclusive 
environment that values diversity, promotes equality, and prohibits discrimination 
or harassment based on race, ethnicity, gender, age, religion, disability, or any 
other protected characteristic. 
 
b. Participants, staff members, and volunteers are expected to treat each other 
with respect, dignity, and fairness, avoiding any form of bullying, harassment, or 
discrimination. 



 
c. Inappropriate or offensive behavior, language, or actions that create a hostile 
or uncomfortable environment will not be tolerated. 

 
Compliance with Policies and Procedures: 
 

a. All program participants, staff members, and volunteers are required to comply 
with the policies and procedures established by Help Me Live Home Care. 
 
b. This includes but is not limited to following safety protocols, adhering to 
program guidelines, respecting confidentiality, and properly using program 
resources and equipment. 
 
c. Any concerns or questions regarding program policies and procedures should 
be directed to the appropriate personnel within the organization. 

 
Professionalism and Ethical Conduct: 
 

a. Staff members and volunteers are expected to maintain a high level of 
professionalism and ethical conduct in their interactions with program 
participants, colleagues, and other stakeholders. 
 
b. This includes maintaining confidentiality, avoiding conflicts of interest, 
demonstrating integrity, and upholding the organization's values and mission. 
 
c. Personal relationships or activities that may compromise objectivity, fairness, 
or the reputation of Help Me Live Home Care should be avoided. 

 
Compliance with Applicable Laws and Regulations: 
 

a. Help Me Live Home Care expects program participants, staff members, and 
volunteers to comply with all applicable laws, regulations, and licensing 
requirements. 
 
b. This includes but is not limited to child protection laws, health and safety 
regulations, and any other relevant legal obligations. 
 
c. Failure to comply with applicable laws and regulations may result in 
disciplinary action or legal consequences. 

 



Confidentiality: 
 

a. Participants, staff members, and volunteers are required to respect and 
maintain the confidentiality of sensitive information shared during the program, 
including personal information of program participants and internal organizational 
matters. 
 
b. Confidentiality extends to conversations, records, documents, and any other 
information obtained or accessed during the program. 
 
c. Breaches of confidentiality may result in disciplinary action and legal 
consequences, as applicable. 

 
At Help Me Live Home Care, we strive to create a program environment that is safe, 
respectful, and inclusive. Our Program Rules and Expectations policies establish clear 
guidelines for behavior, attendance, professionalism, and compliance with applicable 
laws and regulations. By adhering to these policies, program participants, staff 
members, and volunteers contribute to a positive and nurturing program experience for 
everyone involved. 

 



Attendance and Participation 
 
Regular Attendance: 
 

a. Program participants are expected to attend program activities regularly, 
unless otherwise excused for valid reasons. 
 
b. Regular attendance is important for participants to fully benefit from the 
program and engage in the planned activities and learning opportunities. 
 
c. Participants or their guardians should communicate any planned absences in 
advance, whenever possible, to program coordinators or designated staff 
members. 

 
Punctuality: 
 

a. Participants are expected to arrive on time for program activities, ensuring they 
are ready and prepared to participate fully. 
 
b. Late arrivals may disrupt the flow of activities and affect the overall experience 
for participants and other attendees. 
 
c. In cases of repeated tardiness or significant delays, program coordinators may 
address the issue with the participant or their guardian to find a resolution. 

 
Notification of Absences: 
 

a. If a participant is unable to attend a program activity due to illness, emergency, 
or unforeseen circumstances, their guardian should notify the program 
coordinators as soon as possible. 
 
b. Providing timely notification of absences helps program coordinators plan and 
allocate resources effectively. 
 
c. Depending on the program's requirements and policies, participants may be 
asked to provide documentation or a valid reason for extended or frequent 
absences. 

 
 
 



Active Participation: 
 

a. Participants are encouraged to actively engage in program activities, 
discussions, and exercises to make the most of their program experience. 
 
b. Active participation includes listening attentively, asking questions, contributing 
ideas, sharing experiences, and collaborating with fellow participants. 
 
c. Participants should strive to create a positive and inclusive environment that 
encourages the involvement and participation of others. 

 
Commitment to Learning and Growth: 
 

a. Participants are expected to demonstrate a commitment to personal growth, 
learning, and skill development throughout the program. 
 
b. This includes being open to new ideas, challenging oneself, seeking feedback, 
and actively applying acquired knowledge and skills. 
 
c. Program coordinators may provide guidance and resources to support 
participants in their learning journey. 

 
Communication with Program Coordinators: 
 

a. Participants or their guardians should maintain open lines of communication 
with program coordinators or designated staff members regarding attendance, 
concerns, or any relevant information that may impact participation. 
 
b. Program coordinators will provide necessary updates, schedules, and 
reminders to participants and their guardians to ensure clear communication and 
mutual understanding. 
 
c. Participants or their guardians should promptly notify program coordinators of 
any changes in contact information or emergency contact details. 

 
At Help Me Live Home Care, we value active participation and regular attendance in our 
programs. Our Attendance and Participation policies are designed to promote a 
consistent and enriching experience for all participants. By adhering to these policies, 
participants contribute to a positive and supportive program environment that fosters 
learning, growth, and meaningful engagement. 



Referral and Intake Process 
 
Referral Criteria: 
 

a. Help Me Live Home Care establishes clear criteria for referrals to ensure that 
program services are provided to individuals who meet specific eligibility 
requirements. 
 
b. Referrals may come from various sources, such as social service agencies, 
healthcare professionals, educational institutions, or self-referrals. 
 
c. Referral criteria may include age requirements, specific needs or conditions, 
geographical location, or other relevant factors. 
 

Referral Process: 
 

a. Referral sources are provided with clear instructions on how to initiate a 
referral to Help Me Live Home Care. 
 
b. Referral forms or documentation are designed to collect essential information 
about the individual being referred, including their contact details, background 
information, relevant medical or social history, and the reason for referral. 
 
c. Program coordinators or designated staff members review and assess 
referrals based on the established criteria to determine the suitability and 
appropriateness for program participation. 

 
Intake Assessment: 
 

a. Upon receiving a referral, Help Me Live Home Care conducts an intake 
assessment to gather comprehensive information about the individual's needs, 
goals, and any specific requirements. 
 
b. The intake assessment may involve interviews, questionnaires, or 
standardized assessment tools to gather relevant information. 
 
c. The assessment process ensures that program services can be tailored to 
meet the individual's needs and goals effectively. 

 
 



Intake Decision: 
 

a. Based on the intake assessment, Help Me Live Home Care makes a decision 
regarding program eligibility and the individual's acceptance into the program. 
 
b. The decision is communicated to the referring source and the individual or 
their guardian, providing reasons for acceptance or, if applicable, any necessary 
alternative recommendations. 
 
c. In cases where the referral is not accepted, clear guidelines and information 
may be provided to assist the referring source in finding suitable alternative 
resources or services. 

 
Consent and Documentation: 
 

a. Prior to program participation, Help Me Live Home Care obtains informed 
consent from the individual or their guardian, ensuring they understand the 
nature of the program, its goals, activities, and any associated risks or 
responsibilities. 
 
b. Consent forms or agreements are signed and retained as part of the 
individual's program records, along with any necessary release of information 
forms. 
 
c. Documentation is maintained securely and in compliance with applicable 
privacy laws and regulations. 

 
Waitlist and Priority: 
 

a. In cases where program capacity is limited, Help Me Live Home Care may 
maintain a waitlist for individuals who meet the referral criteria but cannot be 
immediately accommodated. 
 
b. Clear guidelines and communication channels are established to manage the 
waitlist and inform individuals of their position, estimated wait times, and any 
updates regarding program availability. 
 
c. Priority may be given to individuals with urgent or critical needs, vulnerable 
populations, or those who meet specific priority criteria established by the 
organization. 



 
At Help Me Live Home Care, our Referral and Intake Process policies ensure a fair and 
systematic approach to accepting individuals into our program. By establishing clear 
referral criteria, conducting thorough intake assessments, and maintaining effective 
communication channels, we strive to provide appropriate services to those who meet 
our program eligibility requirements. Our commitment to informed consent and 
documentation safeguards the rights and confidentiality of individuals throughout the 
referral and intake process. 

 



Behavioral Management and Discipline 
 
Positive Behavior Reinforcement: 
 

a. Help Me Live Home Care promotes a positive behavior reinforcement 
approach, focusing on acknowledging and reinforcing desired behaviors 
exhibited by program participants. 
 
b. Staff members and volunteers are encouraged to provide verbal praise, 
recognition, or rewards to participants who demonstrate positive behavior, effort, 
or achievement. 
 
c. Positive behavior reinforcement aims to create a supportive and encouraging 
environment that motivates participants to continue displaying desirable 
behaviors. 
 

Behavior Expectations: 
 

a. Clear behavior expectations are communicated to program participants at the 
beginning of their involvement. 
 
b. Behavior expectations include guidelines for respecting others, following 
program rules, maintaining a safe environment, and treating others with kindness 
and empathy. 
 
c. Participants are informed of the consequences for not meeting behavior 
expectations, which may include disciplinary actions as outlined in this policy. 

 
Progressive Discipline Approach: 
 

a. Help Me Live Home Care follows a progressive discipline approach, which 
involves a series of escalating disciplinary actions in response to repeated or 
serious behavior violations. 
 
b. The progressive discipline process may include verbal warnings, written 
warnings, temporary suspensions, or, in extreme cases, termination from the 
program. 
 



c. The severity of the disciplinary action will depend on the nature and frequency 
of the behavior violation, taking into consideration the individual's age, 
developmental stage, and specific circumstances. 

 
Fair and Consistent Application: 
 

a. Behavioral management and discipline policies are applied in a fair and 
consistent manner to ensure that all participants are treated equitably. 
 
b. Staff members and volunteers involved in the disciplinary process receive 
appropriate training to ensure a consistent approach to addressing behavior 
issues. 
 
c. Participants and their guardians will be informed of the disciplinary process 
and their right to provide their perspective or appeal decisions, if applicable. 

 
Supportive Interventions: 
 

a. In cases where participants exhibit challenging behaviors, Help Me Live Home 
Care may implement supportive interventions, such as behavior contracts, 
counseling, or referral to appropriate external services. 
 
b. Supportive interventions aim to address the underlying causes of the 
challenging behavior, provide necessary support, and help participants develop 
alternative coping strategies. 
 
c. Supportive interventions may involve collaboration with the participant, their 
guardian, and relevant professionals to create an individualized plan that 
supports behavior modification and growth. 

 
Confidentiality and Privacy: 
 

a. All disciplinary actions and related discussions will be treated with 
confidentiality, respecting the privacy of the individuals involved. 
 
b. Only authorized personnel involved in the disciplinary process will have access 
to relevant information, and records will be securely stored and maintained in 
accordance with applicable privacy laws and regulations. 

 



c. Information related to disciplinary actions will only be shared with individuals 
who have a legitimate need to know, such as program coordinators, involved 
staff members, or guardians, as necessary. 

 
At Help Me Live Home Care, we believe in promoting positive behavior and creating a 
supportive environment for program participants. Our Behavioral Management and 
Discipline policies outline clear behavior expectations, a progressive discipline 
approach, and supportive interventions to address challenging behaviors. By applying 
fair and consistent disciplinary actions and ensuring confidentiality, we strive to create a 
safe and respectful program environment that fosters growth, learning, and personal 
development for all participants. 
 

 



BEHAVIOR EXPECTATIONS 

Positive Reinforcement and Rewards 
1. Positive reinforcement and rewards are important tools to encourage positive 

behavior and to promote a positive learning environment. 
 

2. Staff members will use positive reinforcement and rewards in a fair and 
consistent manner. 
 

3. Rewards may include verbal praise, written recognition, small prizes, or other 
appropriate incentives. 
 

4. Rewards will be based on specific behaviors and accomplishments, and will be 
appropriate to the age and developmental level of the participants. 
 

5. Rewards will not be given for expected or routine behaviors. 
 

6. Participants who consistently exhibit positive behaviors may be recognized with 
special awards or privileges. 
 

7. All rewards will be consistent with the values and mission of the organization. 
 

8. The use of positive reinforcement and rewards will be evaluated periodically to 
ensure their effectiveness and appropriateness. 
 

9. Staff members will receive training on the appropriate use of positive 
reinforcement and rewards, and will be encouraged to seek guidance and 
support as needed. 
 

10. Participants and their parents or guardians will be informed of the organization's 
policies on positive reinforcement and rewards, and will have the opportunity to 
provide feedback and suggestions for improvement. 

 



Consequences and Disciplinary Actions 
 
Behavior Expectations: 
 

a. Clear behavior expectations will be communicated to all program participants, 
outlining acceptable conduct, respect for others, adherence to program rules, 
and maintenance of a safe environment. 
 
b. Participants will be made aware of the potential consequences and disciplinary 
actions that may result from failure to meet behavior expectations. 

 
Progressive Discipline: 

 
a. Help Me Live Home Care follows a progressive discipline approach, wherein 
disciplinary actions will be proportional to the severity and frequency of the 
behavior violation. 
 
b. The progressive discipline process may include verbal warnings, written 
warnings, probationary periods, suspension, or, in extreme cases, termination 
from the program. 

 
Fair and Consistent Application: 
 

a. Disciplinary actions will be implemented in a fair and consistent manner, 
ensuring that all participants are treated equitably. 
 
b. Factors such as the nature of the behavior violation, its impact on others, 
previous incidents, and the participant's age and developmental stage will be 
considered when determining disciplinary actions. 

 
Confidentiality and Privacy: 
 

a. All disciplinary actions and related discussions will be handled with 
confidentiality and respect for the privacy of the individuals involved. 
 
b. Only authorized personnel directly involved in the disciplinary process will 
have access to relevant information, and records will be securely stored in 
compliance with applicable privacy laws and regulations. 

 



c. Information about disciplinary actions will only be shared with individuals who 
have a legitimate need to know, such as program coordinators, involved staff 
members, or guardians, as necessary. 

 
Support and Rehabilitation: 
 

a. Disciplinary actions aim to educate, support, and guide participants in 
correcting their behavior and making positive changes. 
 
b. Whenever possible, opportunities for counseling, mentoring, or behavior 
modification programs will be offered to participants to help them address the 
root causes of their behavior and develop more positive alternatives. 

 
Appeals Process: 
 

a. Participants or their guardians will have the right to appeal disciplinary 
decisions by following a formal appeals process outlined by Help Me Live Home 
Care. 
 
b. The appeals process will provide participants with an opportunity to present 
their perspective, provide additional information, or seek a reconsideration of the 
disciplinary action. 

 
Record Keeping: 
 

a. Accurate and detailed records of disciplinary actions, including incidents, 
warnings, and sanctions, will be maintained securely and in compliance with 
applicable laws and regulations. 
 
b. These records will be used for reference in future disciplinary actions, 
monitoring patterns of behavior, and assessing the effectiveness of the 
disciplinary process. 

 
At Help Me Live Home Care, we believe in maintaining a safe and respectful 
environment for all participants. Our Consequences and Disciplinary Actions policies 
aim to uphold behavior expectations, ensure fairness and consistency in disciplinary 
procedures, and provide opportunities for support and rehabilitation. By adhering to 
these policies, we foster a positive learning environment that encourages personal 
growth, responsibility, and accountability among program participants. 
 



Communication and Collaboration 
Open and Transparent Communication: 
 

a. Help Me Live Home Care promotes open and transparent communication 
among all stakeholders, including staff members, volunteers, program 
participants, parents or guardians, and external partners. 
 
b. Clear channels of communication, such as regular meetings, email, phone, or 
designated communication platforms, will be established to facilitate effective and 
timely information exchange. 
 
c. Communication will be respectful, professional, and inclusive, fostering a 
positive and supportive environment. 

 
Information Sharing: 
 

a. Relevant and necessary information will be shared appropriately among 
authorized individuals involved in the program. 
 
b. Privacy and confidentiality guidelines will be followed, ensuring that sensitive 
information is shared only on a need-to-know basis and in compliance with 
applicable laws and regulations. 
 
c. Communication methods and platforms will be selected and implemented in 
consideration of data security and privacy concerns. 

 
Collaboration and Teamwork: 
 

a. Help Me Live Home Care encourages collaboration and teamwork among staff 
members, volunteers, and external partners to enhance the quality of program 
services and support the overall mission. 
 
b. Opportunities for regular team meetings, joint projects, and sharing of best 
practices will be provided to foster a collaborative culture. 
 
c. Collaboration will be based on mutual respect, effective communication, and 
shared goals, with a focus on achieving positive outcomes for program 
participants. 

 
 



Feedback and Suggestions: 
 

a. Feedback and suggestions from all stakeholders, including staff members, 
volunteers, program participants, parents or guardians, and external partners, will 
be welcomed and valued. 
 
b. Mechanisms for collecting and considering feedback, such as surveys, 
suggestion boxes, or feedback sessions, will be implemented to continuously 
improve program delivery and operations. 
 
c. Feedback received will be carefully reviewed, and appropriate actions or 
responses will be taken to address concerns, implement improvements, or 
recognize successful initiatives. 

 
Conflict Resolution: 
 

a. A conflict resolution process will be established to address disagreements or 
conflicts that may arise among staff members, volunteers, or stakeholders. 
 
b. The process will emphasize open communication, active listening, empathy, 
and a collaborative approach to finding mutually acceptable solutions. 
 
c. Mediation or involvement of a designated conflict resolution facilitator may be 
utilized, if necessary, to assist in resolving conflicts in a fair and impartial manner. 
 

Communication Training and Support: 
 

a. Staff members and volunteers will receive training and support in effective 
communication techniques, active listening skills, conflict resolution strategies, 
and cultural sensitivity. 
 
b. Ongoing professional development opportunities will be provided to enhance 
communication and collaboration skills among the program team. 

 
At Help Me Live Home Care, we believe that effective communication and collaboration 
are essential for the success of our program. Our Communication and Collaboration 
policies aim to establish open channels of communication, encourage teamwork and 
collaboration, value feedback and suggestions, and provide mechanisms for conflict 
resolution. By fostering a culture of communication and collaboration, we strive to create 



an inclusive and supportive environment that maximizes the positive impact on our 
program participants. 

 



COMMUNICATION CHANNELS 

Communication with Participants, Parents, and Guardians 
 
Timely and Relevant Communication: 
 

a. Help Me Live Home Care is committed to maintaining regular and timely 
communication with program participants, parents, and guardians. 
 
b. Important information, updates, and program-related announcements will be 
communicated promptly to ensure participants and their parents or guardians are 
well-informed. 

 
Communication Channels: 
 

a. Clear and accessible communication channels will be established, such as 
email, phone, newsletters, or designated communication platforms, to facilitate 
effective communication with participants, parents, and guardians. 
 
b. Participants, parents, and guardians will be informed about the preferred 
channels of communication, including designated contact persons and their 
contact information. 
 

Consent and Authorization: 
 

a. Help Me Live Home Care will obtain appropriate consent and authorization 
from parents or guardians to communicate with and provide information to 
program participants. 
 
b. Parents or guardians will have the right to specify the preferred methods and 
frequency of communication, and to update their contact information as needed. 

 
Privacy and Confidentiality: 
 

a. All communication with participants, parents, and guardians will be conducted 
with respect for privacy and confidentiality. 

 



b. Personal information shared during communication will be treated 
confidentially and used solely for program-related purposes, in accordance with 
applicable privacy laws and regulations. 
 
c. Staff members and volunteers will receive training on privacy and 
confidentiality guidelines to ensure compliance and maintain the trust of 
participants, parents, and guardians. 

 
Two-Way Communication: 
 

a. Help Me Live Home Care encourages open and two-way communication with 
participants, parents, and guardians, promoting active listening and responding 
to inquiries, concerns, or feedback in a timely and respectful manner. 
 
b. Communication will be interactive, allowing participants, parents, and 
guardians to express their thoughts, ask questions, and provide suggestions or 
feedback about the program. 

 
Parent/Guardian Involvement: 

 
a. Help Me Live Home Care recognizes the importance of parent and guardian 
involvement in the program and encourages their active participation. 
 
b. Opportunities for parent or guardian meetings, parent education sessions, and 
involvement in program activities will be provided to enhance collaboration and 
understanding between the organization and families. 

 
Cultural Sensitivity: 
 

a. Help Me Live Home Care values cultural diversity and will strive to 
communicate with participants, parents, and guardians in a culturally sensitive 
and inclusive manner. 
 
b. Efforts will be made to understand and accommodate diverse communication 
styles, languages, and cultural norms to ensure effective communication and 
understanding. 

 
 
 
 



Record Keeping: 
 

a. Accurate and detailed records of communication with participants, parents, 
and guardians will be maintained securely and in compliance with applicable 
laws and regulations. 
 
b. These records will serve as a reference for future communication, tracking 
participant progress, addressing concerns, and maintaining a history of 
interactions. 

 
At Help Me Live Home Care, we believe in fostering strong communication and 
collaboration with participants, parents, and guardians. Our policies on Communication 
with Participants, Parents, and Guardians aim to ensure timely and relevant 
communication, respect privacy and confidentiality, promote two-way communication, 
encourage parent or guardian involvement, and embrace cultural sensitivity. By 
maintaining effective communication channels, we seek to establish a strong 
partnership with participants, parents, and guardians, enhancing the overall experience 
and success of our program. 

 



Collaboration with External Partners 
 
Purpose: 
 

a. Help Me Live Home Care recognizes the value and importance of 
collaborating with external partners to enhance program services and support the 
overall mission. 
 
b. This policy establishes guidelines for engaging in collaborative partnerships 
with external organizations, agencies, and individuals. 

 
Selection and Evaluation of Partners: 
 

a. The selection of external partners will be based on compatibility with the 
organization's mission, values, and objectives. 
 
b. Potential partners will be evaluated based on their expertise, experience, 
reputation, and commitment to quality services that align with the needs and 
goals of Help Me Live Home Care. 
 
c. Ongoing assessment and evaluation of existing partnerships will be conducted 
to ensure continued relevance, effectiveness, and alignment with the 
organization's objectives. 

 
Collaboration Guidelines: 
 

a. Collaborative partnerships will be guided by clear expectations, mutual 
respect, shared goals, and open communication. 
 
b. Roles, responsibilities, and expectations of each partner will be defined and 
documented in a written agreement or memorandum of understanding (MOU). 
 
c. Collaborative activities will be based on principles of fairness, equity, and 
inclusivity, fostering a collaborative culture that values diversity and different 
perspectives. 

 
Communication and Information Sharing: 
 

a. Effective and timely communication will be established with external partners 
to facilitate information sharing, coordination, and collaboration. 



 
b. Confidentiality and privacy guidelines will be followed when sharing sensitive 
information, ensuring compliance with applicable laws and regulations. 
 
c. Communication channels will be established and agreed upon to ensure 
regular and meaningful exchange of information and updates. 

 
Joint Planning and Decision-Making: 
 

a. Collaborative partners will engage in joint planning and decision-making 
processes to develop shared goals, strategies, and outcomes. 
 
b. Decision-making processes will be inclusive, ensuring that all partners have a 
voice and an opportunity to contribute. 
 
c. Conflict resolution mechanisms will be established to address any 
disagreements or conflicts that may arise during the collaborative process. 

 
Resource Sharing and Allocation: 
 

a. Collaborative partners will identify and allocate resources, including financial, 
human, and material resources, in a fair and transparent manner. 
 
b. Resource sharing agreements will be documented, outlining the specific 
contributions, responsibilities, and expectations of each partner. 

 
Monitoring and Evaluation: 
 

a. The collaborative partnership will be regularly monitored and evaluated to 
assess progress, identify areas for improvement, and measure the effectiveness 
of collaborative efforts. 
 
b. Evaluation processes may include data collection, feedback mechanisms, and 
collaborative reviews to inform decision-making and continuous improvement. 

 
Documentation and Record Keeping: 
 

a. Documentation of collaborative activities, agreements, and outcomes will be 
maintained securely and in compliance with applicable laws and regulations. 
 



b. Records will serve as a reference for future collaborations, program 
evaluation, reporting, and accountability purposes. 

 
At Help Me Live Home Care, we recognize the power of collaboration with external 
partners to strengthen our programs and services. Our Collaboration with External 
Partners policy aims to guide our engagement with external organizations, agencies, 
and individuals in a manner that is aligned with our mission, values, and objectives. By 
establishing collaborative partnerships based on clear expectations, open 
communication, joint planning, and resource sharing, we seek to enhance the impact 
and effectiveness of our programs for the benefit of our participants and the community 
we serve. 
 

 



Financial and Administrative Policies 
Budgeting and Fiscal Management: The organization will develop and adhere to a 
budget that is approved by the Board of Directors and reviewed regularly. All financial 
transactions will be conducted in accordance with applicable laws, regulations, and 
accounting standards. 
 
Financial Reporting: The organization will maintain accurate and up-to-date financial 
records and prepare regular financial reports for the Board of Directors and other 
stakeholders as required. 
 
Procurement: The organization will follow established procurement policies and 
procedures for purchasing goods and services, and ensure that all purchases are 
necessary and reasonable. 
 
Asset Management: The organization will maintain an inventory of all assets, including 
equipment, supplies, and property, and ensure that they are used efficiently and for their 
intended purposes. 
 
Recordkeeping and Documentation: The organization will maintain appropriate 
documentation for all financial transactions and other administrative activities, in 
accordance with applicable laws and regulations. 
 
Human Resources Management: The organization will adhere to established human 
resources policies and procedures for hiring, compensation, benefits, performance 
management, and termination of employees and volunteers. 
 
Risk Management: The organization will identify and mitigate potential risks related to 
its operations, including financial, legal, and reputational risks. 
 
Conflict of Interest: The organization will establish policies and procedures to identify 
and manage conflicts of interest, and ensure that all employees, volunteers, and Board 
members are aware of these policies and comply with them. 
 
Whistleblower Protection: The organization will establish policies and procedures to 
protect employees and volunteers who report suspected wrongdoing, and ensure that 
they are not subject to retaliation. 
 
Privacy and Data Protection: The organization will establish policies and procedures to 
protect the privacy of participants, employees, volunteers, and other stakeholders, and 
comply with applicable data protection laws and regulations. 



BUDGETING AND FINANCIAL MANAGEMENT 

Fundraising and Donations 
Purpose: 
 

a. Help Me Live Home Care recognizes the importance of fundraising and 
donations in supporting the organization's mission and programs. 
 
b. This policy establishes guidelines for conducting ethical and effective 
fundraising activities and managing donations. 
 

Compliance with Applicable Laws and Regulations: 
 
a. All fundraising activities and solicitation efforts will comply with applicable laws, 
regulations, and ethical standards. 
 
b. Help Me Live Home Care will obtain and maintain any necessary permits, 
licenses, or registrations required for fundraising activities, as required by local, 
state, and federal laws. 

 
Fundraising Planning and Strategy: 
 

a. A comprehensive fundraising plan will be developed and periodically reviewed 
to guide fundraising efforts. 
 
b. The plan will outline fundraising goals, target audiences, strategies, timelines, 
and budget considerations. 
 
c. Fundraising strategies may include events, campaigns, grant applications, 
corporate partnerships, online platforms, and individual donor cultivation. 
 

Donor Stewardship and Relationship Management: 
 

a. Donors will be treated with gratitude, respect, and transparency, recognizing 
their contributions and the impact they have on the organization's mission. 
 
b. Help Me Live Home Care will establish systems to acknowledge donations 
promptly and provide regular updates on the organization's activities and 
accomplishments. 



 
c. Donor information will be handled confidentially and in accordance with privacy 
laws and regulations. 

 
Transparency and Accountability: 
 

a. All fundraising efforts will be conducted with transparency, ensuring accurate 
representation of the organization's mission, programs, and use of funds. 
 
b. Financial records related to fundraising and donations will be maintained 
accurately and made available for audit and review as required. 

 
Ethical Fundraising Practices: 
 

a. Help Me Live Home Care is committed to upholding ethical fundraising 
practices and will not engage in activities that could compromise the 
organization's integrity or reputation. 
 
b. Fundraising activities will be conducted honestly, avoiding misrepresentation, 
undue pressure, or coercion of donors. 
 
c. Any potential conflicts of interest in relation to fundraising or donation 
management will be identified and managed appropriately. 

 
Donor Privacy and Data Protection: 
 

a. Donor information and personal data will be handled in compliance with 
applicable privacy laws and regulations. 
 
b. Help Me Live Home Care will maintain appropriate data protection measures 
to safeguard donor information, including secure storage, limited access, and 
confidentiality. 

 
Donor Recognition and Reporting: 
 

a. Help Me Live Home Care will recognize and acknowledge donors in a 
meaningful and appropriate manner, respecting their preferences for recognition 
or anonymity. 
 



b. Regular reports on fundraising activities, donations received, and the impact of 
donor contributions will be provided to the Board of Directors, donors, and 
relevant stakeholders. 

 
At Help Me Live Home Care, we value the generosity of our donors and strive to 
conduct fundraising and donation management with integrity, transparency, and 
accountability. Our Fundraising and Donations Policy aims to guide our fundraising 
efforts, foster positive donor relationships, ensure compliance with applicable laws and 
regulations, and uphold ethical fundraising practices. By effectively managing and 
stewarding donations, we can support our mission and make a lasting impact in the 
lives of those we serve. 

 



Record Keeping and Reporting 
 
Purpose: 
 

a. Help Me Live Home Care recognizes the importance of maintaining accurate 
and comprehensive records to ensure transparency, accountability, and 
compliance with legal and regulatory requirements. 
 
b. This policy establishes guidelines for record keeping and reporting across all 
areas of the organization's operations. 
 

Documentation Requirements: 
 

a. All employees, volunteers, and contractors of Help Me Live Home Care are 
responsible for maintaining accurate and complete records related to their 
respective roles and responsibilities. 
 
b. Records may include but are not limited to financial records, participant 
information, program data, administrative documents, meeting minutes, and 
correspondence. 
 

Confidentiality and Privacy: 
 

a. Records containing sensitive or confidential information, such as personal, 
medical, or financial data, will be treated with the utmost confidentiality and 
stored securely. 
 
b. Access to confidential records will be restricted to authorized individuals on a 
need-to-know basis, in compliance with applicable privacy laws and regulations. 

 
Retention and Disposal: 
 

a. Help Me Live Home Care will establish a record retention schedule specifying 
the retention periods for different types of records in accordance with legal and 
regulatory requirements. 
 
b. Records will be retained for the required duration and disposed of securely 
and in compliance with applicable laws and regulations. 

 
 



Reporting: 
 

a. Timely and accurate reporting is essential for monitoring program 
effectiveness, compliance, and decision-making. 
 
b. Reports will be prepared and submitted as required by regulatory bodies, 
funders, stakeholders, and the Board of Directors. 

 
Monitoring and Auditing: 
 

a. Internal monitoring and auditing processes will be implemented to ensure 
compliance with record keeping and reporting policies and identify opportunities 
for improvement. 
 
b. External audits or reviews may be conducted periodically to validate the 
accuracy and reliability of the organization's records and reports. 

 
Training and Awareness: 
 

a. Help Me Live Home Care will provide training and guidance to employees and 
volunteers on record keeping and reporting requirements, including the 
importance of maintaining accurate records and adhering to policies and 
procedures. 
 
b. Regular communication and reminders will be provided to ensure ongoing 
awareness and compliance with the record keeping and reporting policy. 

 
 



Intellectual Property Rights  
 
Purpose: 
 

a. Help Me Live Home Care acknowledges the importance of protecting 
intellectual property rights, including copyrights, trademarks, patents, and trade 
secrets. 
 
b. This policy establishes guidelines for the management, ownership, and 
protection of intellectual property created or used in the organization's activities. 

 
Ownership and Attribution: 
 

a. Help Me Live Home Care will clarify ownership rights and attribution for 
intellectual property created by employees, volunteers, contractors, or external 
collaborators within the scope of their work for the organization. 
 
b. Intellectual property rights will be determined in accordance with applicable 
laws, contractual agreements, and the organization's policies. 
 

Protection and Enforcement: 
 

a. Help Me Live Home Care will take appropriate measures to protect its 
intellectual property rights, including implementing safeguards, such as 
copyrights, trademarks, and non-disclosure agreements. 
 
b. Any unauthorized use, reproduction, distribution, or modification of the 
organization's intellectual property will be addressed promptly and may result in 
legal action if necessary. 

 
Third-Party Intellectual Property: 
 

a. Help Me Live Home Care will respect the intellectual property rights of third 
parties and will not use or reproduce copyrighted materials or trademarks without 
proper authorization or permission. 
 
b. Employees, volunteers, and contractors will be educated on the importance of 
complying with third-party intellectual property rights. 

 
 



Dispute Resolution: 
 

a. In the event of a dispute or disagreement regarding intellectual property rights, 
Help Me Live Home Care will follow appropriate dispute resolution processes, 
such as negotiation, 

 
 

 



Grievance and Complaint Procedures 
 
Purpose: 
 

a. Help Me Live Home Care is committed to maintaining a respectful and 
supportive environment for all participants, employees, volunteers, and 
stakeholders. This policy establishes clear procedures for addressing grievances 
and complaints in a fair, prompt, and confidential manner. 

 
Scope: 
 

a. This policy applies to all individuals associated with Help Me Live Home Care, 
including participants, employees, volunteers, contractors, donors, and other 
stakeholders. 

 
Definitions: 
 

a. Grievance: A formal complaint or expression of dissatisfaction related to an 
individual's rights, treatment, or experiences within the organization. 
 
b. Complaint: An expression of concern, dissatisfaction, or disagreement 
regarding a specific incident, service, or action taken by Help Me Live Home 
Care or its representatives. 

 
Informal Resolution: 
 

a. Whenever possible, individuals with grievances or complaints are encouraged 
to attempt informal resolution by discussing the issue with the relevant staff 
member or supervisor involved. 
 
b. Informal resolution may involve open communication, active listening, and 
negotiation to reach a mutually satisfactory resolution. 
 

Formal Grievance and Complaint Procedure: 
 

a. If an issue cannot be resolved informally or if an individual prefers to initiate a 
formal process, they may submit a written grievance or complaint to the 
designated individual or department responsible for managing grievances and 
complaints. 

 



b. The written grievance or complaint should include a clear description of the 
issue, the parties involved, relevant dates, and any supporting documentation or 
evidence. 
 
c. The designated individual or department will acknowledge receipt of the 
grievance or complaint within a specified timeframe. 
 
d. An impartial investigation will be conducted to gather all relevant information 
and perspectives. 
 
e. The investigation process may include interviews, review of documents, and 
consultation with relevant parties. 
 
f. The investigation will be conducted in a fair, objective, and confidential manner, 
respecting the rights and privacy of all parties involved. 
 
g. A decision or resolution will be communicated to the complainant within a 
reasonable timeframe, outlining the findings of the investigation and any 
recommended actions or remedies. 
 
h. If necessary, appropriate measures will be taken to address the issue, such as 
disciplinary actions, changes in policies or procedures, or additional training and 
support. 
 

Confidentiality and Non-Retaliation: 
 

a. Grievances and complaints will be treated with the utmost confidentiality, to the 
extent permitted by law. 
 
b. Retaliation against individuals who file grievances or complaints in good faith 
is strictly prohibited and may result in disciplinary action. 
 

Appeal Process: 
 

a. If an individual is not satisfied with the outcome or resolution of their grievance 
or complaint, they may request an appeal within a specified timeframe. 
 
b. The appeal will be reviewed by an independent and impartial party not 
previously involved in the investigation. 
 



c. The decision of the appeal will be final and communicated to the complainant 
in writing. 

 
Documentation and Recordkeeping: 
 

a. All grievances, complaints, investigations, and resolutions will be documented 
and retained in a confidential and secure manner. 
 
b. Records will be maintained for a specified period in accordance with applicable 
laws and regulations. 

 
At Help Me Live Home Care, we value open communication and take grievances and 
complaints seriously. Our Grievance and Complaint Procedures Policy aims to provide 
individuals associated with the organization a fair and confidential process for 
addressing concerns or dissatisfaction. By following these procedures, we strive to 
resolve issues promptly, promote a positive work and program environment, and ensure 
the well-being and satisfaction of all participants, employees, volunteers, and 
stakeholders. 
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