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packet and neither box s checkad, a copy of the non-redacted documents, with the exception of
financial data (other than pricing), will be released In response fo any requast made under the Arkansas

Freadom of Information Act (FOIA). See Solicit
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SECTIONS -’l ~ 4: VENDOR AGREEMENT AND COMPLIANCE

Any requested exgeptions fo ems In this seclion whioh are NON-mandatory must be declared helow or as sn aifachment (o this
page, Vendor must oloarly explain the requested exception, and showld label the request fo reference the spediic salleltation
fem number lo which the exaeption apolles.

Exuaptions o Requirements shall cause the vendor's prapusal in be dfsqualiffed,

ORIGINAL

By signature below, vendor agrees to and shall fully comply with ail Requirements as shown In this secticn of the bid
golicltation,

Authorized Signatur =]
AR
Use/Ink Only.
Printecd/Typed Name: T A ﬁ o b etit-e Date: J '2{ /2_ &} / 2023
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_ L State of Arkansas
@R EG&NA DEPARTMENT OF HUMAN SERVICES
- 700 South Main Street
P.0, Box 1437 / Slot W345
Little Rock, AR 72203

ADDENDUM 4

TO: All Addressed Vendars

FROM: Offlce of Procurement

DATE: December 18, 2023

SUBJECT: 710-24-0017 Specialized and Private Licensed Placement Agencies

The following ehange(s) to the above referenced RFP have been made as designated below:

Change of specification(s)
o Additional specification(s)
___X__Change of hid opening date and fime
Cancellation of bid
— Other

s Bid submission date and time changed to: December 28, 2023, 1:00 pm Ceniral Time.
« Bid opening date and time changed to: December 28, 2023, 2:00 pm Central Time.

The specifications by virtue of this addendum become a permanent addition to the above referenced RFP. Failure
to return this signed addendum may result in rejection of your proposal.

If you have any qusstions, please contact: Karrie Goodnight, DHS.QP. Soficitations@dhs arkansas.gov, (501)
320-3908.

g// f%ﬁfw/ (2] ?of/wf-f}

Venda¥Signatire % Date
Fpeer latoid /‘37&/@ s f%w:/;/ i Tt ’, AN

Company



State of Arkansas
DEPARTMENT OF HUMAN SERVICES

ﬁ) 700 South Main Sfreet
TNA 700 Soutn Mak
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ADDENDUM 2 '

TO: All Addressed Vendors

FROM: QOffice of Procurement

DATE: December 19, 2023

SUBJECT: 710-24-0017 Specialized and Private Licensed Placement Agencies

The following change(s) to the above referenced RFP have been made &s dasignatad balow:

X____ Change of specification(s)
_ Additional specification(s)
... Change of bid opening date and time
Cangellation of bid
X Other

e

» Section 2.4.L.2 — remove and replace with the following;
Services shall be providad by a mental health provider licensed in the State of Arkansas in the discipline of
Sacial Work or Counseling and shall provide alt therapy.

» Aftachment C Parformance Standards ~ rémove and repiace with 710-24-0017 Attachment C Performance
Standards - Revised

+ Technical Respanse Packet, ltem E.2.H ~ Remove the following:
Provide a detailed summary that includes structured Analysis Family Evaluation (SAFE) training.

* Section 3.1.C — remove and replace with the following chart

E.1 Minimum Qualifications 25 25% 178
E.Z Approach to Scope of Work 35 B0% 350
E.3 Additlonal Contract Requirements 15 25% 175

Total Technicat Score 75 100% 700

« Aftachment [ Glient History Form ~ Remove and replace with 710-24-0017 Attachment [ Client History Form -
Revised

The specifications by virtus of this addendum become a permanent addition fo the above referenced RFP. Fallure
to return this slgned addendum may result in rejection of your proposal,

If you have any questions, please contact: Karrie Goodnight, DHS.OP . Saiicifations@dhs. arkansas.gov, (501)

o /‘/%;/

Vendor Signaturé Date

Fraer (w2l [bwp T8 ‘FW;A/ _/‘g?,@/}.f'f‘r")e«-f. L C
Company i 7 7
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ARtachment Number

CONTRACT AND GRANT DISCLGSURE .ﬁwm CERTIFICATION FORM
j in ohitining a o ; award with any Arkansas Siafe Agency,

[ Yes FiNo | . ; .

- - 3 TS THIS FOR
TrxPAYER 1o Nane: _FTee Wl Baplist Family Ministries “ Goods? ] Services? [ Both?2 [
YOUR LAST MAME: movﬂﬂmwwm CIRST @lgm ..mmmﬁ gEL:

ADDRESS: 80 Stanitey Lane _

For INDIVIDUALS?Y

Friicale baiow 2 youl, your Spouse or the brother, sister, parent, or chifld of Yokt Of YOUT SPOLSE &5 @ current or former; member of e General Assembly, Toneiimanal Oificer, State Board of Gomnission

Mermber, or Siafe Empjoveat .. .
; By ndfirpn pod . Wt Is the persen(s) name and how are they ralated to you?
posttion Held Maric ¢y Name of Posifion of dob Held 1 For How Long? .., Jene Q. Public, spruse, John Q. Public, Jr., shikd, ot
. Corvsnt |Former | DOBES commission, deta snly, elo] ywvwwv &mw% Person’s Name(s) Relation
General Assembly .
Constiiufional Officer
State Board or Commalssion
Member
State Employee
b2 Honeofthe shove applies .
| FOR AN ENTITY (BUSINESS)® |
entity; member of e General Assembly, Constifutfonal

indicate below if any of the follswing persons, current awg.mm. beld any wamﬁon of control or hold any cwnership ierest of 0% or graater in the .
Difices, State Board or Commission Member, State Employee, or e spouse, ficolher, sister, pavent, or chlld of 5 memberof the Generat Assembly, Constitufional Officer, Stale Bosrd or Commission
j paiicies or Influence the mendgement of the enfity. :

sMember, or State Emplayee. Posifion of eontrol means e power fo disect the: puirchasin i .
N Mark () |Name of Position of JobHeld | ForHowlongz | VetBihe person{s) %%Mwn H ﬁww M%wmm%wmaéﬁ%ﬁ Ieterest andfor
Position Held Isenalor, representalive, nemeof o0 To . T Ownarehp Paosiflon of
Cuvent [Former | boarticommission, dataendryefs] | el | ey Person's Hamels) - Inferest {%) Control
Genaral Assembly )
Constitutional Officer
State Board or Comtmission
| ktember
1 Siate Employee

|m. sione of the zhove applics

BHS Revision 11852014




_ : : :
i i

w_mmannmnw and _mmmﬁmmmwﬁomﬁm mmm Certification Form

; “ ! - ” -
As an addifional candition of obtaining, evtending, smending, or renewing a contract with g stufz agency I agree as follows:
1. Prior 1o entering info any mmmgawmzws%w any subconirasior, _Mvmow or m:vmmammﬁwmmmwm contract date, will require the subcontractor fo complete a
CONTRACT AND SRANT DISCLOSURE AND CERTIFICATION mo.w_s, Subcontracior shall mean any person or entity with whom | enter an agresment
whereby | assign or atherwise delegate fo the person of enfit, for consideration, all, or any part, of the performance requirad of mis under the terme

of my contract with the stafe agency. : ’

5 1will include the followling language as a part of any agreement witha wmwwoammmowﬁn

Foilyre fo mgke ony &m&u&wm required by Governor .wm Byecutive Order 98-04, or any violation. of any rule, regulation, or policy adopted

pursuant to that Order, shall be a moterial breach of the Wﬁxﬁw of this subconract. The party who fails to make the required disclosure or who
violates any rile, regulation, or policy shull be subject to Am Iegal remedies available to the coniractor.
3. No later than ten (10) days mmmmmwwmmmm into any agreement with a _mmwammzw,mnmon whether H_mom o sibsequent to the contract dale, | will mail a
copy of the CONTRACT AND GRANT DISCLOSURE AND CERTIFICATION Foru.completed by the subcaritractor and & statement sontaining the dollar
amount of the subconiract to theisiale agency. ! . ' :

I certify under penalty of pe v, fo the best of my knowledge and belief, all Gf the above information is frie and correct and

that | agree r@g wactor disclosure conditions stated herein. -

Signature . =y a Title, Chief Operating Offosr § Date_12/19/2025
—/ L/ - | L Wt
Vendor Contact Person _Bob Moody. Bl e Tifle Arkansas State Director  © ! Phone No. (478) 826-0754
. m. oencyuseonly ! : . } . .
Agency Agency . Agency : ‘ Contact Confract
Number 7 Mame Depatwentof Fuman Senieas _ Contact Person . Phone No.__ or Grant No._

i

OHS Revision 110512094




03:009

POLICY: TITLE VI, AGE DISCRIMINATION ACT AND N
IMMIGRATION REFORM AND CONTROL ACT (IRCA) and N
USCIS UNITED STATES CITIZEN AND [IMMIGATION
SERVICES ‘

FWBEM complies with all employment eligibility verification requirements, as per the
[mmigration Reform and Control Act of 1986. IRCA prohibits employers from hiring and
employing an individual for employment in the U.S. knowing that the individual is not
authorized with respect to such employment. FWBFM is also prohibited from continuing
to employ an individual knowing that he or she is unauthorized for employment. This law
also prohibits FWBFM from hiring any individual, including a U.S. citizen, for employment
in the U.S. without verifying his or her identity and employment authorization on Form |-
9, either via paper or electronically.

FWBFM requires applicants or any other person (any legal entity) who through:
contractual or other arrangements with FWBFM is authorized to provide services or
benefits under said program to comply with all requirements imposed by or pursuant to
the regulations issued under the provisions of Title VI of the Civil Rights Act of 1964.
Section 504 of the Rehabilitation Act of 1973 and Section 303 of the Age Discrimination
Act of 1975, to the end that no person in the United States shall on the ground of race,
color, national origin, age, or that no otherwise qualified handicapped person shall
solely by reason of the handicap, be excluded from participation in, be denied the
benefits of, or be subjected to discrimination under any program or activity for which
FWBFM received federal

assistance from the Human Services Depariment; and hereby gives assurance that it
will immediately take any measures necessaty to effeciuate this agreement.
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03.010

(OARF‘Sedﬁnn 1.} Worldorce Davelopment and Managemant 1. 1.1.)

POLICY: EMPLOYMENT STATUS

The purpose of employment status is fo help provide uniformity and equity i applying
personnel policies and benefits, and to comply with all requirements of The Affordable
Care Act as required due to our aggregated large employer status. FWBFM provides
affordable, minimum essential health insurance coverage for ali eligible employses. All
full-time employees (working more than 30 hours per week) are eligible to receive an
Offer of Coverage 80 days from hire then thru fo the first of the following month (not
before B0 days from hire, and no longer than 80 days after hire.) Employees cannot
be threatened with firing or disciplinary action for signing up for health insurance
coverage. Every eligible employee is required to complete a benefits enroliment process
at their time of eligibility regardless of whether they are declining caverage or not. All
eligible employees will be provided with the health insurance plan details in advance of
their enroliment deadline. All eligible employes waiving health insurance coverage must
disclose the reason they are declining the coverage and may be subject to provide proof
of other coverage. All employees working less than 30 hours per week are not entitled
to an Offer of Coverage.

The employee status definitions apply to all FWBFM employees:

Exem

Employees whose positions meet specific tests established by the FLSA (Fair Labor
Standards Act) and state law and who are exempt from overtime pay.

Non-exempt

Employees whose positions do not meet FLSA exemptions tests and who are
compensated at 1.5 times their regular rate of pay for overtime, as required by FL.SA
law.

Regular Full-time
Hourly employees regularly scheduled to work 36 hours or more per week based on

FWBFM policy and work schedules. Salary employees are required to work 40

hours a

- wesk.

Regular Part-time
Employees regularly scheduled to work less than 30 hours per week, are paid on an
hourly basls. (not eligible for benefits)
Temporary Seasonal
Employees who are hired for a pre-established period and often during peak
workload periods, usually working up to no more than 30 hours per week.
Employees who are hired to work temporary assignments as needed on an “as
needed” basis. (not eligible for benefits)

PRN




ORIGINAL

Employed as needed with no guarantee of set hours. Designed to supplement full
and part time staffing needs.

On occasion, FWBFM may also utilize the services of an agency for temporary
warkers. These persons are employees of the agency, are recruited and paid by
the agency, and are subject to the rules and policies of the agency. They are also,
however, expected to abide by all policies and rules of FWBFM while warking here.

Human Resources wili review your eligibility for company-sponsored benefits.
Should you have guestions concerning your employment status and/or employee
benefits, please see an HR representative.

3:012
{CARF Sectlon 1 1. Human Resourses #8.)
{PREA Policy 118317,

POLICY: PROMOTION POLICY

It is the policy of FWBFM to promote from within whenever possible. Employees are
required to submit a letter of interest with current resume to Human Resources for
openings in which they have the appropriate knowledge and experience, Faclors
considered in the selection process include demonstrated skill and ability to perform the
new position, prior and current work performance, past and current disciplinary record,
attendance records and cooperation with others and attitude.

When a change in status, such as promotion, transfer, etc. does occur, an add/change
form does need to be completed and signed by the supervisor, then forwarded to the
department of hurnan resources, in a timely manner.

FWBFM will not hire or promote or contract with anyone who has been determined by
the court system to have been involved in any incidents of sexual harassment.

It is the intent of FWBFM to freat all qualified persons without discrimination in all
employment practices such as: employment, rates of pay or other forms of
compensation, assignment of work, benefits, training, upgrade, transfer or promotion,
layoff or termination, and all other terms, conditions and privileges of employment.



INFORMATION FOR EVALUATION

Provide a response to each item/question in this section. Prospective Contractor may expand the space

under each item/question to provide a complete response.

Do not include additional information if not pertinent to the itemized request.

A Prowda mformatlon regarding staffing. Identlfy key pérsonnei thai wﬂl axecute the

T

Maximum RAW
Score Avallable

5 points
requirements of this RFP, Include name, status (full ime employee or part-time employee),
title, role, responsibilities, and credentials,
B. Provide an organizational shart displaying the overall business structure. 5 polnts
C. Describe how the Prospective Contractor proposes to maintain sufficient staffing levels to 8 points
ensure successiul implementation of the Scope of Work.
D. Provide a brief history of the Prospective Contractor's number of years of experience in B polnts
providing social work or work in a child welfare related field as well as complefed tralning.
E, Provide a minimum of three (3) different clients where you served as the prime contractor 5 points

for services of similar size and scope in the past three {3) years. (Attachment | — Client

ascribe the F-‘rospec ive Contractor's abl! ty fo provide statewide services include the

A, 5 points
nuimber of homes available and the city they are located in.

B. Describe how the Prospective Contractor plans to comply with DCFS policy and 5 points
procedures.

C. Describa in detail how the Prospective Contractor plans to execute the Scope of Worlk 5 points
independent of DCFS,
Describe the Progpective Contracter's admission criteria. § points

E. Describe how the Prospective Contractor will work with DCFS to achieve reunification and 5 points
parmanency for chiidren and youth.

F. State your pian for continued placement support and crisis intervention surrounding 5 points
placament disruption.

G. Describe the Prospeciive Contractor's referral process., 8 points

State how the vandor proposes to ensure all employees have required background checks.

5 points

B. Describe how you will comply with the reporting and billing requirements stated In this RFP.

5 polnts

C. Describe your record retention and confidentiality policies.

5 points

ORIGINAL
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ORIGINAL,

E.1 Minimum Quaiifications
A, Persannel
Bob Moady-State Director-Full-Time {see attachmentis Al)
Master’s Degree In Education with emphasis in counseling
Bachelor of Education
Retired Lieutenant Colonel US Army (26 years)
Payap Operation School Honor Graduate
Command and General Staff School
Graduated Leadership Fort Smith
CPR
ﬁeli'as Training

Responsikllities: Oversee operations in ali three facilities, reports directly to corporate in
Tennessegs, meets with stakeholders throughout Arkansas, all fundraisings for all three
facilities.

Deborah Christian-Role: Administrator- Full-Time (see attachments A2)
Bachelor of Sclence Organizational Leadership ‘
SAFE Training
SAFE Supervisoy Training
CPI
CPR
.Reiias Training

Responsibilities: Oversee all programs; Operations- Ensure compliance in every area and
complete reparts and billing, Administration- Meet with Administrative staff, DCPs,
Foster Parents, DHS, clients and other stakeholders to access situations and resolve,
Procurement of New Foster parents and Direct Care Professionals, Training Foster
Parents and Direct Care Professionals, attend events and speaking engagements.
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April Haugh- Role: Administrative Assistant/ Supervisor Emergency Shelter Staff -Full-
Time (see attachments A3)

B Years Experience in direct care
SAFE Training
G‘N 1\»‘) Train the Trainer National Training & Development Curriculum
O“‘ cpl
CPR
Relias Training

Administrator Assist Responsihilities: Accept referrals and presents to team for analysls,
perform intakes and discharges of clients as necessary. Invoice/receipt coding, Schedule
all outsitle maintenance, order and set up food bank appaintments, Assist administrator
and case manager with projects. Co-trainer for foster parent training Conduct home
studies for perspective foster parents. Is a vital part of team meetings and process
improvement. Performs other duties as assigned. ‘

Emergency Shelter Supervisor Responsibilities: Work with Direct Care Professionals to
ensure coverage in the Emergency Shelter, attend monthly staff meetings, order
supplies, emergency drill training, covering the emergency shelter when short staffed.
Assist Case Managers In enrolling children in school and cther appointments as
requested. Perform other duties as assigned.

Jay Shelton- Role: Case Manager Off Campus Homes-Part Time (sea attachments A4)
Master of Business Administration
Bachelor of Sclence in Management
Associate Degres in General Studies
Associate Degree in Personnel Management
Associate Degree in Personnel Systems (Data Management)
Retired Senior Master Sergeant (26 years)

USAF Senior Noncommissioned Officer Academy, Distinguished
Graduate

USAF Noncommissioned Officer Academy, Distinguished Graduate
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Information for Evaluation Responses Page 3

LISAF Noncommissioned Officer Leadership School, Distinguished
Graduate

Formal training on Microsoft Office products: Access I/1l, Excel, Outlook,
PowerRoint, Project '98, PeopleSoft, SuccessFactors and minor Oracle
Database training

National Incident Management System ICS-100: Introduction to the Incident
Command Center

National Incident Management System 1CS-200: ICS for Single Resources and
Initial Action incldents

National Incident Management System ICS-300: Intermediate 1CS for Expanding
Incidents '

National Incldent Management System ICS-400: Advanced ICS for Command and
General Staff

CPI
CPR

Relias Training

Responsibilities: Oversees administration of off campus foster care homes (acts as the
relief for on campus case manager during vacations or medical leave), by performing
visits and Inspections of clients in accordance with policies and procedures. Receives
referrals and presents to team for analysis, performs Intakes/discharges and of client,
collaborates with DHS and other stakeholders in case planning, and schedules
appropriate medical/dental/vision/counseling appointments. Updates and maintains
Extended Reach management system for assigned clients and performs training for
Emergency Shelter Residential Technicians and foster care families. Is a vital part of team
meetings and process improvement. Performs other duties as assigned.

Vorris Williams- Rale: Case Manager On Carnpus Homes/Emergency Shelter- Full Time (see
attachments A5)

Bachelor of Science Criminal Justice

Associate of Arts Degree

Safe Crisis Management Staff Certification Training
Basic Detention Officer Certification Course

24-Hour Mental Health Training Conference
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CPR

Relias Training Ol& EGENAL

Responsibilities: Oversees administration of on campus foster care homes (acts as the reilef for
off campus case manager during vacations or medical leave), by performing visits and
inspections of foster homes In accordance with policies and procedures, Receives referrals and
prasents to team for analysis, performs intakes/discharges and of client, collaborates with DHS
and other stakeholders in case planning, and schedules appropriate
medical/dental/vision/counseling appointments. Updates and maintains Extended Reach
management system for assigned clients and performs training for Emergency Shelter
Resldential Technicians and foster care families. Is a vital part of tearm meetings and process
improvement. Performs other duties as assighed.

Tim Lee- Development Officer/ Training Coordinator- Full-Time (see attachments
AB)

Bachelor of Science Organizational Leadership
CPi Trainer Certification

CPR

Relias Training

Responsibilities: The Training Coordinator will be to provide and track all of the annual
CPi training for the Arkansas staff. In addition, the position will coordinate and track
Relias training for all new hires as well the required annual tratning, work with the
administrators and staff in Arkansas and at FWBFM to fully implement Extended Reach,
and assist with the implementation of Net Facilities,

B. (see attachment B1)

C. Our organization utilizes several different strategies to acquire competent staff:
indeed Ads
Social Media Pasfs
Refarral Bonuses to existing siaff and new hires

lob opportunities shared during meetings from our Fleld Representative and
State Newsletter in FWB churches throughout the state
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We also cross-train our existing staff to ensure client’s needs are satisfied (see attachment C1)

h-? 0. FWBFM has been serving Arkansas children and families since 2004 with the opening of
‘f Florence Crittenton, then we opened the Maggie House in 2015. Young Children’s Home opened
Z its doors In 2017 to meet the placement challenges that the State of Arkansas was facing keeping
P large sibling groups together. These residential homes utlized the House Parent model. 2018
E brought more growth through the addition of the Massey Activity Center {which houses the
P administrative offices, conference room and an activity room} and the designation of one home
5 on campus as an Emergency Shelter at the request of the state. Due to legislative changes our
program changed again, and our residential program morphed into a Foster Care Program, and
we began to branch off campus to open new foster homes in seven counties, Although our
program has changed our mission to unify and preserve families and provide a loving, caring and
secure environment in which to live, work and grow in the Lord has not! As of November 2023,
we have served over 390 children from all over the state betwean our various programs.

E. {See attachment |) FWBFM & Young Children’s Homes does not have any contracts with other
agencies or businesses. Submitted references from our local bank, a board member and one of
our foster famllies. (See attachment 1-2)

E.2 Approach to Scope of Work

A. Currently we can open foster homes In the following counties: Sebastian, Crawford, Scott,
Franklin, Logan, Johnson and Yell. We accept referrals from all over the state and meet with
foster parents to determine if referral will be a good fit for their home.

Open Home List:
Sebastian County- Fort Smith -3, two of which are on campus.
Logan count- Booneville-2

Crawford County- Rudy- 1

B. FWBFM Young Hormes provides the licensing manual to our new foster parents during our
training and allows time during training to discuss policies and procedures. We also visit each
open home monthly to ensure they comply as well as being available by phone or email to
answer guestions as they arise. We utilize our agency Walk- Thru form to evaluate any areas in
the home that are not in-line with licensing and upon next visit ensure the issue has been
corrected. Agency Case Managers visit each juvenile client and foster homes and provide DCFS
written monthly progress reports to ensure compliance with DCFS policies and procedures. Our
Agency also works closely with our Licensing Specialist on issues and concerns on a regular basis.
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Agency is also in weekly contact with DCFS state representatives concerning placement and
removal issues.

. Our Agency representatives are wel) versed in DCFS policles and have received in-depth
training on the Scope of Work. Case Managers have broad knowledge of Scope of Work
requirements through both education and expetience. Case Managers provide monthly
progress reports including both general and detailed information to Include behavioral,
academic, life skills, health and family contacts. Case Managers also werk with all stakeholders
including the child to create an ITP (Individual Treatment Plan) upon entering our program and
IPP’s {Individual Program Plan) periodically Using our Extended Reach {ER) management
systen, reports are electronically recorded and sent to DCFS for their review and electronic
signatures. We also utilize ER to ensure that each child in care receive all necessary services to
include medical, dental, vision, educational, and mental health services.

D, Children placed in our foster homes must be between the ages of 0-18 and capable of
attending public school or day care, they cannot have an open case of suspected sexual
misconduct or be a known sexual offender, be extremely physically aggressive, and/or actively
psychotic. Foster parents are ultimately the deciding factor to whether a child is placed in thelr
home.

E. First, we spend time during training discussing blases toward biological parents and how
important it is to show respect for their position In their child’s life, We also Instruct foster
parents to follow all court and DHS recommendations concerning contact and visits, We have a
visitation Facilities avallable on campus where siblings, parents, CASA, DHS, Attorney Ad Litem,
therapists and Optum evaluators visits can occur. The organization will assist all placements with
trangportation as needed.

F. Our Case Managers visit the homes monthly and communicate with the foster families on a
weekly basls, Foster parents are provided a list of numbers of all administration when they enlist
with our arganization, so they can reach out to us when the need arises. FWBFM Young Home
Administrative Staff is available 24 hours a day 7 days a week: They are also provided the mobile
accessors number should their foster child need emergency mental health services. They are
gifted a copy of The Connected Child during training and encouraged to learn everything they
can on trauma Informed care. Moreover, we believe honesty is a big key to prevention and we
have an open-door policy, and our families know they are not alone and that they will be
understood and not Judged or made to feel that their situation is unimportant or ingignificant.
Case Managers work closely with their families to identify issues and concerns early to establish
safety plans and process improvements to intercede prior to disruptions by offering wrap araund
services up to and including respite care if need be, Once possible disruption is identified, the
Agency collaborates with DCFS, service providers and other agencies to identify alteratives to
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E3

removal. I disruption continugs, our organization will work with all stakeholders to Identify
alternative placement,

G. Qur Agency uses various referral sources to include DCFS and other agency referral leads.
Agency uses both verbal and written (email and text) referrals.  All employees (Administrator,

Administrative Assistant and Case Managers) are trained o take all referrals and are available 24

hours a day 7 days a week. Once a referral Is made, our representatives take an in-depth
analysis of the referral for discussion among the staff to ensure potential placement is
appropriate for the juvenile in question. In-depth analysis includes such ftems as medication
raguirements, placement history, family history; time-in-care, etc. Information is shared with the
foster family and if they accept the child, we send our placement packet to DCFS to complete
and then arrange placement time and date. Case Manager is in attendance when child s placed
in the homae to ensure a smooth transition, that both the foster parent and the child understand
house rules and poficies and to provide any immediate needs that may arise. All referrals are
tracked and kept for analysis as required.

H. The Administrator is the SAFE Supervisor and has also baen tralned as a SAFE Practitioner, and

the Administrative Assistant is the SAFE Practitioner. Both were trained through the Consortium
far Children and received certificates of completion. (see attachment A2 & A3) FWBFM Young
Homes prganization follows all the requirements that were presented during the training to
ensure that foster families that we license are safe (al} background checks, and family and
friends’ interviews completed) and stable {mentally, physically, emaotionally, and financiaily
through doctor exams, medication lists, therapist notes, employment and financial records and
interview guestions).

A. FWBFM Young Homes follow our corporate policy as stated in the organization’s handbook;

“It is the agencys policy to perform background and reference checks, to ensure individuals
who join FWBFM are qualified and have a strong potential to be productive and successful,
It is the policy of FWBFM to investigate the background of each prospective employee,
volunteer, subcontractor, etc. threugh background check and/or criminal check, fingerprint
check, sex offender registry, abuse registry, CPS search, driver’s record check, credential
verification, including license verification (when applicable) and the county(s) of residence
far past six months, All job offers, contracting and employment are subject to successful
completion of required tests. Job offers will be revoked if applicant does not pass required
checks. Once the reference checks are completed, an offer will be made to the applicant by
Human Resources or supervisor, contingent upon successful completion of all required
background checks and required employment dogumeantation. Upon acceptance of the
affer, the applicant will be required to sign the offer. Prior to employment, the applicant
will be given a copy of the employee handhook and must redd the handhoolk and sign the
acknowledgement form." FWBFM perform rechecks every two years or as deemed
necessary by our organization.
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B. FWBFM will submit a monthly report to DCFS by the tenth (10} working day of the month for
the preceding manth that includes but not limited to the following information: names of
referral received by date, current children who are in placement, reasons for discharges on
each child, current agency concerns, FWBFM will submit monthly billing invoices through
the online CHRIS system by the tenth (10) day of the month, FWBFM will submit a certificate
of compliance on all performance indicators with the monthly billing.

C. See attachment F3 C (Record Retention and Confidentiality Policy)




[

COUNTIES

instructions: Select each county in which services can be provided by the Prospective Contractor. (Refer to
Attachment J State Map of Counties).

Arkansas

Ashley

CGarland

Baxter

Grant

Benton

Greene

Boone

Hempstead

Bradley

Hot Spring

Howard

Calhoun

Carroll

Independencs

zard

Chicot

Clark

Jackson

Clay

Jefferson

Cleburna

Johnson \//

Cleveland

lLafayette

Columbia

Lawrance

Lee

Conway

Cralghead

Lincain

Crawford

Little River

Crittenden

Legan ‘/

Cross

Toncke

Pallas

Madison

Desha

Marion

Drew

Miller

| Faulkner

Mississippi

Franklin

]

pMontoe

Fulton

Montgomery

Nevada

All counties (Statewide)

Newton

Quachita

Perry

Bhillips

Pike

Poinsett

Polk

Paope

Prairie

Pulaski

Randoigh

Baline

Scott

Searcy

Sebastian

Sevier

Bharp

&t Francis

Stone

Union

Van Buren

Washington

White

Woodruff

Yell

ORIGINAL
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SECTION 2.3 MINIMUM QUALIFICATIONS

Please select one (1) of the following:

1

Currently licensed as a Private Licensed Placement Agency by the Child Weifare Agency Review Board,

If the Prospective Ceontractor is currently licensed, the Prospective Contractor must provide with bid submission a
copy of licensure,

NOT currantly licensed as a Private Licensed Placement Ageney by the Child Welfare Agency Review Roard.

if the Prospective Contractor is not currently licensed, the Prospective Contractor must complete and sigh the
Statement of Attestation located on page 7 of this response packet.

ORIGINAL
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Certificate of Course Completion
ﬁﬁm is to certify that
Bob Moody of FWBFM

has completed the course

Defensive Driver Training

Sponsored By

Mmmu@% ﬁﬁ miﬁmﬁgmm

& %ﬁwﬁ wf e ﬁ&% Wlzrine Grong

Score: 95% Date: 1/30/2017

I
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Moody, Bob Official Transcript

Acling with Diplomasgy and Tact  3/4/2019 10:-51A .60 68 ) Raia Larmg o Free Will Baptist Family
Central Standard Minlstries
Time

Attachment Disordets: . 8/28/2019 12:46PM 180 85 Frea Will Baplist Family

Assessment, Diagnosis, and Cantral Standard ) Minlstries

Treatmant Time

Bloterrorlsm e 42019 901AM  0.50 80 Rellas Learning Frae Will Baplist Family
%_;entra] Standard Ministries
me

Child and Adolescent Ca2019 13PM 475 86  Refias Leaming #ras Wl Baptist Famlly
Psychopharmacology %en‘tral Standard Minjstries
ime

" 2/19/2019 5:42PM Free Wil Baptist Family
Cantral Standard Ministries
Time

TR AR

Davelupmanta[ Stagas E!Irth to 2/26/2019 10:15AM  1.00 80 R@has Laarnlng Frea W||I Baptiat‘Fam[ly
Five Yaars Old Central Btandard Ministries

: i ! §
E!actrtcal Safety 212019 12:24PM 0,28 100 Rellas Learning Frae Will Baptust Family
Centraf Standasd Ministrles

Time

bt iy
2/22!2019 11:27AM  1L.B0 190 Ralias L.earning Fma WIII Bapt]s.t F’amI
$amral Standard iristries

iyt

ariaf and Loss Iy

Handling Food Safely 2182019 $:22AM 1.00 80 Ralias Learning F«'raa Wli Baptlst Famlly ;
Central Standard Minlstries

S i Y

Printed date: Wednesday, December 20, 10f3
2023 Central Standard Time
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Moody, Bob Official Transcript

HIV: Basic 2182019 10:05AM  1.28 82 Relias Learning F‘reerJlBaptlst Family
Cantral Btandard Ministries
Time
oy s
i e e ,
Incident Reporiing 2/20]2019 10 16AM 1.00 100 Relias Learnmg Free Wlll Baptist Family
Central Standard Minlstriss

Time

Infection Control: The Basics 21142019 10:36AM .25 100 Relias L.éarnlng Free Will Bapiist Family
Ceniral Staridard Ministries
Time

Free Will Baptist Family

lntroductlon to Trauma Informed 2/20:'2019 .24PM 1.78 93 Relias Learning

Qare Ceniral Standard Ministiios
Time
T

Motivational Interviswing 220/2019 9:68AM 175 93 Relias Leaming " Frae Will Baplist Family
Cantral Standard Ministries

Time

; Flatsces R i L5 & 5 i
Parson Cantered Planning 242012019 3.18PM 1.00 100 Relias Learning Free Wlll Bapﬁat Family
Central Standard Ministries
Tima

z“fg;jﬁg;’@ |

Preverting Slips, Trips and Falls 3/142019 10500 0.25

“Rellas Learning Free Will Baptist Family

Cantral Standard Minlstries
Time

ot ; : :
Suigide Risk Factors Seresning, 2/‘1 9/2019 & 2BPM 125 =Xl Reltas Leaming Free Wil Baptlst Family
and Assasarient Central 8tandard Ministries

Time

R

i ; i A A AT k I i
Traumatic Streas Dlsordars fn 2!2/1201 9 2 51 F’M 2.00 100 Rellas Learning Free Wil Baptist Family
Children and Adolescents Gentral Standard Minlstries

Time

Printed date: Wadnesday, December 20, 20f3
2023 Central Standard Time
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Moody, Bob Official Transcript

Welcome to Relias 12412019 2:38PM  0.00 160 Relioy Learning Frea YWYl Baptist Family
Cantral Standard Ministries
Time:

)

G it AT IR : RSP i A 5 B PR G ; i i
Woarkplace Emergengies and 20028 12:05PM 050 100 Reliag Learning Free Wil Baptist Famlly
Natural Disasters: Tornadoss Central Standard Ministries

Time.

211112019 11:00AM 050 T Froe Wil Baptist Famlly
Cantral Standard Minisiries
Tirre
Total Hours: 42.05
Printed date: Wednesday, December 20, 30f 8

2023 Central Standard Time
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Certificate of Completion

This certificate is presented to

Deborah Christian
For successfully completing

SAFE Supervisor Training

For a total of 6.00 credit hours on
12/01/2021
ZO0M

Exacutive Director



A2

Certificate of Completion

This certificate is presented to

ORIGINAL

Deborah Christian

_o-2u-00n €r

For successfully completing
Structured Analysis Family Evaluation (SAFE) Training

For a total of 12.00 credit hours on

11/30/2021
ZOOM

Gigi Peters, LMSW
Executive Director




Certificate of Completion

S
T <
A Z. This certificate is presented to
N m |
~ | o
S Deborah Christian
For successfully completing
Foster PRIDE / Adopt PRIDE Orientation Train ing
For a total of 12.00 credit hours on
: 08/26/20
: Z00M |
| LITTLE | e

i ROCK : , Gigi Peters, LMSW

ScaooL Or Soclan Work Execufive Director
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Christian, Deborah Official Transcript

All Staff Handbook 8/16/2019 12:40PM 10 J Shannon Lane Fraa Wil Baptlst Family
Cantral Standard Minisiries

An Introduction to Tra 9f2112022 3 22RN 1.80 100 Relias Leaming Frae Will Baptlst Famlly
nformed Care Centrat Standard ‘ Minlsiries

Tlme

Approaches o ParsomCantered 9/16/2022 6! 51AM 1.00 Fre- Wll Baptist Family
Planning In Behavloral Health Cenfral Standard Minlstrias.

Arkansas Emetgsncy cadés and 82302023 927AM 100 100  LsaSimpson Free Wil Baptist Famlly
Prodedures Central Standard Ministries

Time

Assessing Risk of Other-Ditacted 815/2022 7 ST 125 100 Rollas Leaming Frae Wil Baptlst Family
Violenae In Children and Central Standard Minisiries
Ar:[o!esnants _ - Fime

Asseasmg Rlsk of Othar—Dlrsoiad afzslzozs a: 51AM 1 25 100 Relias Learmng F’rea Wll! Baptist F‘amny
Viglenga n Children and Ceniral Standard Ministrias
Adolescems . Tlma

Frea Wil Bapiist Family
Ministries

Avold Pracrastination by Getfing 3/2021 1134AM 040 92 Rellas Ceaming  Fres Wil Baplist Famlly
Qrganized (nstead C[enlrai Standard Ministries
Time

i ' ek i Fi
Basies of Defensive Driving 8/21/2023 11:31AM 050 80 Rellas Learning Free WIll Baptist Family
Central Standard Ministries
T!me

Raest Practices in Suiclde K 9!20!2022 8:01AM 2.00 90 Raiias Laarnlng Fras Will Baptlst F‘amily
Scraening and Assessment Central Standard Ministrles
Tima
Printed date: Wednesday, December 20, 1of7

2023 Central Standard Time
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Christian, Deborah Official Transcript

ﬁ"! E £ ¢ itk x‘#‘.}. # b Ll feanly EAie A i st
Bullying In the Workplace 4/'1 8/2023 g; 26AM 0 25 100 Rellzs Learning Frea Wil Baptlst Famﬂy
Central Standard Ministties

Tlme _

A 2 A ¥ : A
Bullying Praven!iun and 819/2019 10:39AM ’l 00 80 Rallas Laarn]ng ‘ Free Wl" Baptlst Family
Intervention Cientral Standard Ministrles
Time

T R A e P
210005 8aaEN

e

: AT P i T
Bullying: Strategies for 9/28/20272 3:06PM 1,26 a1 Relias Learning Free WIII Baptist Famlly
Pravention and Infervention Central Standard Ministries

Time _

S
T
Chemical Labeling and Safely 411772023 3:37PM 4,00 100 Refias Laarning 'Free Will Baptist ramliy
Data Shests Self-Paced Central Standard Minlsiries

Ohldron with Disabillies: 82412023 1110AM 100 100 Relles Learning S Free W BaptlstFamlly
Deaveloproant and Inclusion Ceniral Standard Minisivies

lBGptst

t;j W =

£
gie o
i ' i ¥ RS RRATRAE A = R §s¥s
8/3‘1!2022 6.00 N/A Lisa Simpson Free Will Baptlst Family
Minlstries

562023 400 N/ Deborah Stripiing Frae Will Baptist Famlly
Minlstrias

Crisls Praverition & Intervention

CustomerSenios 86019 1-14PM 050 100  Free Will Baptist Family
Canteal Standard Ministries
Time

DCS Policy on Behavlar 0/20/2022 917AM 0.50 T hannon Lans ' Free WII Baptist Family
Managemeni Central Standard Ministries
Time

Printed date: Wednesday, December 20, 20f7
2023 Central Standard Time
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Christian, Deborah Official Transeript

Da-gscalating Hostile Clients 821209 1127AM  1.50 92 Free Will Baptist Family
Caniral Standard Ministries

Tlme

Developmental Concerna In TR T 1 10D Reles Learning e Wil Raptist Family

Childhood and Adolescence Central Standard Minlsfrias

Tlma

Davelopmentai Concems, 9/30/2019 1:43PM 1.78 86 Rehas Leammg Free Will Baptist Family
Childhood to Adolescance Cenfral Standard Ministrigs

Time

R

Davélopr;ieﬁtal Smtaé}.eé from Birth 8/23/2023 10:26AM  0.75 100 Refias Learning Frae Wl Baptlsl Fami!y
to Five Years Old $entral. Btandard Ministrias
Ime

aapAer e e |,

8/21/2010 2205PM  1.00 o0 Shannonlame  Free Wil Baplist Famlly
Central Standard Ministries
Tire

A br A 2 A ‘.7 B e et :
Essenﬂals of HIPAA 9.’.21/2022 1 2 4BPM 0,50 80 Fraa Wlll aapﬂst l-amlly
Central Standard Ministries
Time

i ; A 1 i
E:thics and Corporate Compllance 9/16/2022 11 OPAM 0.50 163 Rel]as L.aarning Free Wﬂl Baptist Family
Gentral Standard Ministrigs

Tine

s S b
Fira Safety 6/19.'2019 12411PM 050 100 Relias Learning Frae WII Baptist Family
Cantral Standard Minlsiries
Tima

Food Safety Fundamentals 8/24/2023 1:56PM 1.0 100 Rellas Learning Free Will Baptist Famlly

Ceniral Standard Ministries
Time
o5

Printed date. Wednesday, December 20, 3of7
2023 Central Standard Time
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Christian, Deborah Official Transcript

Grief and Loss 8282018 1E1PM 1.50 0 Rellas Lesrning Frae Will Baptist Family
Central Standard Minisirlas

Fras Wil Bapﬂst Faml[yr

Hand Hygiene' The Basios  E/52020208PM 028 100
C.e_antra[ Standard

Ministries

0.78 Free WIII Bapilst Famllv

51'2712019 +:00PM

Central Standard Ministries
Time

ldentlfylng and Responding o 11/14/2022 203PM 160 “100  Relis Leaming " Free Wil BaptlstFamlly o
Child Ahuse and Neglect %entral. Standard Ministries

Ingident Reparting 8!28!2019 10:54AM 100 100 Rel]as Learning Frae Will Baptlst Family
Gantral Standard Minisfries

Time

S

Incident Reporfing In Behavioral 8232023 &:07PM  0.50 100 Relias Leaming e Wil Baplst Family

Central Btandard : Minisirles

8122/2019 5:42PM Frae Will Baptist Family
Cantral Standard Ministries

lnlroducﬂon to Guliural Varlaﬁans 8:’231’2023 121AM G50 a0 Ralias Learning ' 'Fres Will Baptist Fam1ly

in Behavioral Haalth for Central Standard Ministries

Paraprofessionals Time

Introduction to Motivallonel /2312023 10:55AM 200 100 Rellasleaming  Free Wil Baptst Famlly
Interviewing Central Staridard Ministries

T|me

Printed date: Wednesday, December 20, 4of 7
2023 Central Standard Time
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Christian, Deborah Official Transcript

Mantaining Professional 9/28/2022 337TPM 0.50 100  Relias Learning Free Will Baptlst Farnily
Boundaries Ganlral Standard Ministries

Medioation Managamenl for

9102019 1221PM .75 86 Rallas Leaming Fres Will Baptiet Family
Ghildren's Services Gentral Standard Ministrles

F’araprofesstanals - Tlme

Medisaticn Management for 8/23/2023 11 46AM 1.75 100 Relias Leaming Free Will Baptist Farmily
Children's Sérvices Ceniral Standard Ministries

Paraprufesslanals Tima

Overviaw of Psychlatle "efzwzo»iw 08AM 075 100 F‘reeWiI[BaplistFamlly
Medieations for Cantral Standard Ministries

ChtidrenlAdoiescenls Ttme

Ovemew Df Psychiatrlc 8123!2023 12 58PM 075 100 Retias Learning Free Will Bapfist Family
Medigations for Central Standard Ministrias
Oh[ldran!Adolascents Tlma _

Persomcentered Planﬂing In 8/30.’2019 o 31AM 1. 00 ' ag Rellas Leérning‘ Free Will Baptlst Faml[y
Behavioral Health Central Standard Ministries
Tltve

Preventing Slips, Trips and Falls #/26/2019217PM 025 100 Relias Leaming T oo Wi Baptist Famny' ”
Central Standard Ministries

Time

Prison Rape Elimination At 8/23/2023 12:55PM  4.00 % Shannon Lane ' Fres Wil aaptiét Farly
(PREA} Central Standard Minlatries

Tlme

'medfng Gu'itomer Servlce 8/21!2023 1 58F’M 0.25 100 Reliag l.earming Frea wnr Baptlst Family
Central Standard Ministrias

Ttme _

Printed date: Wednesday, December 20, &of7
2023 Central 8tandard Time
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Christian, Deborah Official Transcript

Security Awaranass Tralning 8/24/2023 1¢:37AM 100 100 Relias Leariing Frae Will Baptist Family
Level | Cantral Standard Ministles:

Time

R ; & AR e R e ) i B
Sexual Haragsment: What 9!1 6:'2022 8 14AM 0.50 100 Reting Learnmg Frea Will Bapust Farily
Employees Naed o Know Cantral Standard Ministries

ShHDb

Sotlal and Emotional  9/3/2019 1:57PM 1,00 90 Relies Learmng Free Wil Elaptist Failly
Devejopment in Early Childheod  Central Standard Ministries

Time

Stratagles for Preventing and De- 824/2023 11:49AM 100 100 ReliasLeaming  Free Wil Baptist Family
escalating Mostile Situatlens gﬁlral Slandard Minlstries
" ‘

3 4 & 2 Eis Eh S
The Basics of Workplace Safety 812172023 2: SBPM 0.25 104 Rellas Laamlng Frae Wil Eapﬂst Famlly
Central Standard Ministries

Title Vi 111172022 7 1.80 80 Lisa Simpsnn Frae Wull Baplzst Famaly

12:13PM Central Ministrias

Standard Time

Transmission-Based Pracautions 5/8/2020 4:17PM 0.50 100 Relnas Learnmg Free vilk Baptlst Famlly

Central Standard Ministries
Time

Free Wil Baplist Family
Ministries

8123 2019 11:38AM 050 160
Central Standard

"rui.:ler;:ulesis:"‘rhe Basics

Undersianding Human Traffickiig 8/23/2023 4:36PM Free WII Baptist Famlly

Centrat Standard Ministries
Time

v

Printed date: Wednesday, December 20, 6of7
2023 Centrai Standard Time




Christian, Deborah QOfficial Transcript

Understanding Workplace B/23/2023 1117PM 0.5 80 Rellas Learing Frae Will Baptist Family
Violenge Cenfral $tandard Ministries

Tlme _

W1902019 114TAN 028 : Relias Leaming " Froe Will Baplist Family
Gentral Standard Ministriag

Times

} Ralias Leam ing Free Wilt Bapﬂst Famlly
Cantral Standard Ministriea
Time

Total Hours; 121.65

Printed date: Wednesday, December 20, 7 of7
2023 Central Standard Time
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N Haugh, April Official Transcript gl ) ﬂ%

Al Staff Handbook 7142019 R04AM  1.00 90 Shanrion Lane Free Wil Baptist Family
Central Standard Mintstries

Time

An-lmrcductlon it Trauma« ‘ 12!21/2{}22 2 04F’M 1“.5_ ' 1(1[] Rellas Laarnlng ' Free Wlli Bapﬂst Family i
Informed Care Centrai Standard Ministries

Approachas to Persan Centered 12/21!2022 1 MPM 1.00 1G0 Ralizs Learnmg Free WIH Bapﬁst Famlly
Flanning in Behavloral Health Central Standard Ministries

Assesslng and Screaning for '711112623 2123PM 1.50 100 Relias Leaming " Free W1Il Baptist Famliy
Suiside Risk Central Standard Minlsirlas
Time.

Assassing Risk of Other-Direcied 7/11/20232:27PM 125 100  Rellasleaming  Free Wil Bapiat Fanily
Violarice in Children and Cantral Standard Ministrigs
Adolescenis ) Time

Free WillaaptistFamlly
Minigtries

o : R R i AR
Avald Procrastination by Getting 3/1 6!2(321 a QQAM 0.40 81 Relias Leaming Frea WlIE Baptist Famlly
Organized instead Central Standard Ministrias

Bégiﬁs of Defensive Dirlving 7/1 1/2023 Z:30FM 0.50 108 Relias Leaming Free Wil Baptist F‘amily
Central Standard Minlstrias
Time
s

IR R A oS M A s 1 3 3] : ; R R "‘A‘:_‘s‘" 4 ; S R
Building a Muiticuitural Care 12/2112022 1.75 100 Relias Learning Free Will Baptist Family
Environment 12:35PM Central Ministrles

Standard Time

Bullying Prevention and T/B/2019 8:20PM 1.00 80 Relias Learnln_g- ' Free Wlll Baptlst F am[ly

Intervention Cantral Standard Ministries
Time
Printed date: Wednesday, December 20, 10f7

2023 Central Standard Time
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Haugh, April Officlal Transeript

i i : Bk e 3 % s § 5| f b i
Builymg Straiegies for 1216/2022 4:08PM 1.28 82 Reiias Learning Frea W Baptist Family
Fraverition and Inferventian Central Btandard Minlsfries

2 ki ) o et _‘. i i o L) e
Chlldran with DtsablliueS' 12/21/2022 1 10PM 1.00 100 Rellas Learning Fraa Wnt Baptlst Family
Davelnpment and Inclusion Canlral Standard Mnistries

Corporate Gompllance and Eihics 7/8/2019 2:48PM 0080 Rellas Leaming Frae Wil Baptist Family
Cantral Standard Ministrles

Crisls Intervention for Individuals  3/16/2021 10:40AM  0.75 88 Relins Learning Fres Wil Baptisﬁ Family
with Developmental Disabilitles  Ceniral Standard Ministries
Time

Customer Service 71812019 2:49PM 0.60 80 ' Fielias L.earning Frae Will Eapﬂst Famtly

Central Standard Ministrles

Tlme

RS Pollcy on Behavior 11/6/2022 3:51PM 0.50 100 Shannon Lane Frae Will Baplist i’amlly
Management Contral Standard Minisfries

Time

De-escalating Hostile Clients  7/7/2019 7:24PM 85  Rellas Leaming Frea Wil Baptist Farly
Cantral Standard Minlstries
Time

e pe L X hE ah R R A rpcd i Al AT :
Developmental Concams In 7M412023 ZEBPM  1.50 100 Frae Wil Baptist Family
Chifdhogd and Adolascence Cenftral Standard Ministries

Tine

Developmental Congeins, 12/21/2022 1.74 100 Relias Learﬁ(ng | Fresa Wil Baptust Famlly
Childhacd te Adelescence 12:23PM Cenfral Ministrles
Standard Time

Printed date: Wednesday, December 20, 20f7
2023 Central Standard Time
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Haugh, April Official Transcript

Developmental Stages from Birth 7/1/20233:01PM 0.7 100 Rellas Learning Frae Wil Baptist Farly
te Five Years Qld f.;.entral Standard Ministrigs
Tme

s

Ir

Free Wil Baptlst
Ministties

;10:
Central Standard
Time _

e

Essentials of HIPAA 12/21/2022 221PM  0.50 100 Free WIll Baptist Fa
Coniral Standsrd Ministrigs

Time )

1

TR s O
santalSiof FIEAA
; uﬁ%ﬁ% :

e Sl B i
Ethics and Corporats Compliance 12/21/2022 1:.04PM Q.50 100 fiat Family
Central Standard

Time
b R s
7 020k

!

]

]
A L R BoENh D B & % AR i
Fire Safaty TiTI2018 7:38PM 0.50 80 Free Will Baptist Family
Ceniral Btandard Ministries
.‘, a:@;g‘?%g iy
P R R ; P e e R e Azpdl &gp&ﬁ W
Food Safefy Fundamentals 1.00 100 Rellas Learning Frea Will Baptist Family
Ministrles

Time

7'./1181202_3 1:05PM Frae Wil B
Ganlral Standard, Minstries
Time

: : ! e T
Groundwork for Mutticultural Care 7/19/2019 9:55AM 1.25 82 Rellas Learning Fras Wil Baplist Family
Central Standard Ministries
Tiirte

B e

Handling Food Safely  7/22/2019 10:50AM  1.00 80 Reltas Leaming Frea Wil Baptist Family
Central Standard Ministries

Printed date: Wednesday, Decamber 20, 3 of 7
2023 Central Standard Time
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Haugh, April Official Transcript

Idantifying And Preventing Child  7/20/2019 & .50 100 Rellas Learning Free Will Baptist Family
Abuse And Naglecl Central Standard Minstries

) Time

' 3 bRy : 8 ‘
ldentifylng and Raspﬂnding to TN 8!2023 11 QBAM 1.50 100 Rellas Learning Free th! Baptist Famlly
Child Abuse and Neglact Cenitral Standard Minisiries

Fime
7 A A A
gﬁ-‘mnm bl

T

«<

B i : ) LA A g G :
Incident Repmﬂng In E!ehavloral 12/21/2022 .50 100 : i F-‘ree Wlli Baptlsl Family
Health 12:58PM Central Ministries

Standard Time

| Eid ds B £ Rk " ] X S
Inclusion: Ghildren with 7120!2019 6 41F’M 0.75 88 Relias Laarning Free WiII Baptist Faml[y
Disabilities _Cr)emrai Standard Minisiries

imey

; i : % pi gl A 4
Intentional Paar Support— A 7!26:'201 9 10; 52PM 2.00 80 : Fras WIll Baptlst Family
Different Kind of Relationship Genltral Standard Minishies

Time

b s apat g ARt ¥ P
lnlrcductinn to Motivational 1212112022 2.00 100 Rallas Learning Fraa Wil Baptmt Famliy
Interviewing 12:52PM Central Minisirles

Standard Timg

Ihtm&ﬁéliﬁﬂ to Traurma-nformad  7/26/2019 11:42PM 176 86 Rellag Learming F-'_rea-'Will-:Baptist Fan;ily
Care Cenfral Standard : Ministriss
Tlme

Matntaimné Professional  7/18/202312:30PM  0.50 100 e I Free Wil Baptist Family
Houndarles C{entra[ Standard Minlsitles
Tirme

Madlaatlon Manag&mant for 9/ 1612022 g 21AM 1 75 86 : : o FFeanll BaptlstharhEly -
Children's Sarvives Central Standard Ministrias
Paraprofessionals Tire

frassion
Ve
i

Printed date: Wednesday, December 20, 40f7
2023 Central Standard Time
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Haugh, April Official Transcript

Mativational Interviewing BOR019 T20PM 1,75 100 Rellas Leaming Fres Wl Baptist Family
Cantral Standard Ministrles
Tirie

Ovar\rlaw of Psychlatno 12.'2"1"}!2022 0.75 ‘ 10a Raiias Laarnlng S Frea Will Baptlst Family
Medications for 11:48AM Gentral Minjsirles

Chlldraandolsscants Standard T!me

WIS

Ovemew of Substance Use 7!26!20‘1 g41:.09AM 125 82 Relias Learning Frée Will Baptist Fam]ly-

Disorders: Part 1 Central Slandard Minlstries
Tima

Posnlve Beha\rlor Suppcrt for  7/8/2019 11:00AM 1.78 B6 Rel:as Learning Frae Will Baptist Famlly

Children Central Standard Ministries
Time
" L R "'{Iﬁbﬂi?ls ik
LRI £ SHiMEE 2N K s LR
Prison Rape Elimination Act 1118/2022 3 50PM 1.00 80 Free Will Baptist Family
(PREA) Gentral Standard Minlstrias

152!8!2022 4 01PM : Free W!Il Baptnst Family
GCentral Standard Ministeies
Tima

Sacurity Awaranass Training 10/25/2022 4:43PM  1.00 100 Relias Learning Free Wil Baptist Family
Level | Central Standard Ministries

Time

Ssxual Harassment'for 7‘12512019 12 B9PM .50 100 Relias Learn]ng l-ree WIIE Baptlst Family

Employeas Canlral Standard Ministries
Time

Sexual Harassmant: What TM8/2028 2:54FM 0.50 100 Relias Learning Frae Wil Baptist Family
Employees Need fo Know Centrat Standard Ministries.

Time

Printed date: Wednesday, December 20, & of 7
2023 Central Standard Time
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Haugh, April Officlal Transcript

Slratagles for Preventing and De- 12/21/202 1.00 100 Ralias Learing Free Will Baptist Family
escalating Hostile Situations 12:42PM Central Ministrias

Standard Time _— .

e 4
L Gl
: L e e

Suiclde Riak Fauturs, Screening, 7/9!2{119 11 34PM 1.28 o1 Frae Will Baptist Faimlly
and Assassment Central Standard Minlstrles

Time

b S i i ;

Title VI 712502019 113PM 1.00 80 Lisa Slmpson Free Wil Baptist Family

Central Standard Minlstrias

i ime

s G e 3 AT i
Title VI 7H8/2023 3:21F’M 1.00 100 Lisa Simpson Free WAl Baptist Famlly
%entral Standard Ministrles
me

e

Traumatic Stress Disordars in 7/24/2018 1D:43AM 2,00 80 Relias Learning Free Will Baptist Famlly
Ghildran and Adolescents %entral Standard Minisfries
me

& i L o thR iR R e
Understanding Human T raffck[ng 10!25!2022 1.00 g0 Rellas Learnlng Free Will Baptist Family
10:39AM Central . Ministrlgs

Standard Tlme

) 2 A e I i il A
Undarstandlng Workplar:e 1 2]21/2022 1 GOPM 0.50 100 Rellas Learning Free Will Baptist Family
Violence Central Standard Ministries

Time

A% ‘“c‘B bE Bl 2 i
Welcoms to Relias The Game  &G/&/2020 12:51PM 0.00 100 Ral]a Laarning Free Wil Eapiist F‘amfiy
Elaments Tour Central Staridard Minlstries

Time

R S A R ik e LTk ALl s _‘ i :
Wartkplace Safely; The Basics 7/27[2019 7 48AM .28 100 Relias Leaming Free Will Baptist Family
Central Standard Ministries
Time

Printed date: Wednesday, December 20, 6of7
2023 Central Standard Time
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Haugh, April Official Transcript

orklaca Violanee 7/19/2019 9:03AM 0.50 100 Refias Learning Free Will Baptist Family
Central Standard Minlstrles
Time

Total Hours: 113.40

Printed date: Wednesday, December 20, 7of 7
2023 Central Standard Time
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w " v o U LTI W R
cn‘{’mllv NOT TOUBE USED FOR THIS 1S AN |Mpom'ngn' RECORD. Amk ALTERATIONS IN SHADED
CERTIFICATE OF RELEASE OR DISCHARGE FROM ACTIVE DUTY
B : TEET] 3. DEPARTMENT, GOMPONENT AND BRANCH ' %
h Amwoncm REG AF '
: — o. RESER
L i 3 : % | Month
Ta PLACE OF ENTRY WO ACTIVE nuTv Ta. Hé’}“e%soﬁ Eg‘g’flt AT TIME OF ENTRY Ty and stale. orcomp s
. Mumapolia IN Degatur. IN _
8,2, LAST DUTY Assmwenﬂmu MAJOR COMMAND g.b, STATION. WHERE SEPARATED ' i
21 MSS  {AFSPQ) PETERSON ATB €O
9. COMMAND T0 WHICH TRANSFERRED 10. 66L1 COVERAGE | |None
Not Applicable Amount: § 250,000
11, PRIMARY SPECIALTY (Llst mimber. ftle an onths in | 12. RECORD DF SERVICE Year(s) | _Monthls Day(s
p@%’éloﬁe%ﬂr]rfoﬂuﬁd i vimbas e s o %, Date Entered AD This Period i T Ran
$5090 « Pereonnel Superintendent, 4 b._Separation Date This Perfod 2%% R
yeurs and 1 menth; ¢, Net Active Sarvice This Period : e ."‘f‘“ S
3327% ;ME:;:”““ Crafteman, 21 years d. “Total Priar Activa Servics i R
' v, Total Prlor Inactlye Service i g «'#m R
1, Forelgn Service s ol gR
¢ 8ea Senvice o el
h_Effective Date of Pay Grade 0T Rl IR e

| Force Achievament Medal with 8 oak

X3 DECORATIONS, MEDALS, BADGES, CITATIONS AND CAMPAIGN RIDBONS AWARDED OB AUTHORIZED (AUl periods of .oemlca}

Joint Service Commendation Medal, Air Force Uommendation Medal with osk
leaf oluster, Meritorious Service Medal with 3 oak leaf clusters, Air

leaf clusbters, Armed Forces BEE REMARKS

. weeks, Dec 1988; MANPER.B Bystems

14. MILITARY EDUCATION (Course title, number of weeks, and month and year completed)

Banie Military Training, 6 weeks, Nov 1978; Personnel Specialist Course, 9
weeks, Jan 1D¥7; NOO Leadervhip Scheol, 4 weeks, Aug 1082; NOO Academy

Ooutae, %2 weeks, Fehb 1995. SEE REMARKS

) 4 154, MEMBER CONTRIBUTED TO POST-VIEYNAM ERA Yes | No | 156,

VETERANS' EDUCATIONAL ASS(STABCE FROGRAN X

HiGH SCHODL GRADUATH OR Yes | No | 16. DAYS ACCRUED LEAVE PAID
EQUIVMERT X 8

n (OMHETE DBNTAL EXM‘IHA.TDON AND M.l. WROPRIATE DE‘HTAL SERVICES MJO TREATMEI!T WIT!HH 98 DAYS PRIOR o SEPARATIOH X\ Yes

) mm A?ﬁﬂ%

H

UHETE copv 4
Tuittals
(erpimireror s P

S Annnad by CamQranneyr

Gmwud E" Dmb?

73 N R
1a'a’ WF Fores pean
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Shelton, Jay Official Transcript

All Siaff Handbook “9M412022 117AM 100 90 Shamnon Lane Free WUl Baptist Family

Cantral Btandard Ministries

Time

B
z‘eélg,,é
R _T['_t ! % : S i . S i

An Introduction to Trauma»- 9MT/2022 1; 38PM 150 Q0 Rellas L.earning Frae Will Baptist Family
Informed Care Ceritral Standard Ministries

An Overview of Gubstance Use  9/10/2022 8:26AM  1.00 90 Rellas Leaming " Free Wl Bapﬂst Family

Pisorders Central Standard Minlstrizs
'I'imc=.I

Appreaches to Persor-Centared 8!2312023 10 01AM 1.00 a0 Rehas Learnllung ‘Fraé WE]| Baptlst Famuly
Planning in Behavioral Hesalth Cle.\ntral Standard Minlsirtes
T ma

Assessing and Scresning for : 9/5/2023 9 50AM 150 100 Ralias Learning - Frae WI[| Bapt!st Family
Sulcide Risk Qaentral Standard . Ministries

_Tlme

SRR BEL el £ £t SRt 2 ;i AAERT] bt i"- R e R T GG
Assasﬂng Risk &f OtheerIrected 3123:‘2023 10: 24AM 1.28 80 Rellas Learning Frae Wil Baptist Family
Viatence in Children and Ceantral Standard Ministries

Adolescents Time

Basics of Defensive Driving BI1312022 11: 20AM 0.50 100 Rellas Leaming Frae Wil Baptist Famlly
Cenfral Standard Ministries

Best Practices in Suicide 9!14/2022 I F SQAM 2.00 g0 Rellas Learning ' ) Frae WIIIBaptlst Famtly
Seresning and Assessiment %antral Standard Minlstries
ey

Bullying in the Workplace 2/23/2023 P 1 BF’M 0.26 100 Re!las Leammg Frea Wil Baptlst E‘amlly
$en.tral Stanclard Ministrlas
lme

Builying: Strategles for 911412022 1 35AM 125 82 Relias Leamlng ) Frae Wll Baptlst Fam:ly

Pravention and Intervention Central Standard Minlstries
Time
Printed date: Wednesday, December 20, 10f5

2023 Central Standard Time
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Shelton, Jay Official Transcript

Chilldren with Disabilities: 9!5/202:5 B 14AM 1.00 10;1 Rellas Laarmng Free Wil Baptist Fami[y
Davelopment and ncluglon %}entral Slandard Ministries
Tme

4 k‘ : i ST b el Rtk e S Bl HErR
Crigls F’reventlon & Intenrentian 81612023 4.00 NIA - Frae Will Bapﬂst Faml!y
Ministrias

4 m Rl . i i a4 4
pes Poltcy on Behavlar 8/23!2023 10:26AM 0.50 Shannon Lang Fraa WH| Baptist Famlly
Management Cantral Standard Ministries

Tlma

Davalopmental Concerns 9113!20222 GBPM 1.75 h 93" e h Frea Wil Baphst Family
Ghildhood fo Adolescence Central Standard Ministtias

Develupmantal Slages from Birth 812312()23 3 24PM 0.7 ‘ Reilas Learnmg ) ~ Free WII Baphat Famﬂy

to Five Years Old Central Standard Minisiries
Time

Employse Orlentation from CEO 6/26/2023 931AM 1,00 80 Shannon Late e Frae Wil Baptist Famlly

Central Standzrd Ministries
Time

Essentlals of HIPAA 8/23/2023 20PN .50 80  Relias Leaming Frep Will Baptist Eamlly
G‘antral Standard Ministries

Ethics and Corporate Compliance §/30/2023 10:17AM 0,50 100 Relias Leaming Free Will Baptist Family

Central Standard Minlsiries
Tima .

Foed Safety Fundamentals 9132022 12:17PM 1 00 100 Free Wil Baptist Farmly
Cantral Standard Ministrias
Time

Printed date: Wednesday, December 20, 2 of B
2023 Central Standard Time
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Shelton, Jay Official Transcript

FWBFM Safety Stratagies/ M8/2022 2:34PM 1.00 a0 Lisa Simpson Frae Wil Baptist Family
Emergency Procedures Gl'antral Standard Ministries
Time

Identifymg and Respandmg 1o 61'23/2023 * 45PM 1.80 a1 Reliag Laarmng ' Free W|ll Bapﬁst Family

Child Abuse and Neglect Central Standard Mindsiries
'l“ime

s iR ey 2 , N B LD R P i
Incident Reporting in Behavlnral 8.’30]21323 2 54PM 0.50 100 Reliag Learning Free Wlll Baptist Farnily
Health Central Standard Ministries

Tima

\ntroduction to Cultural Variations 2127/2023 8:10AM . 80 o " Frae Will Baptist Famlly
in Behavioral Heaith for Central Standatd Minlstries
Paraprofessionals Tlme

AT T

262

3 Eﬁé‘ : i L : .- ozl
Intreduction o Mofivational 9/17/202? 1 ZBPM 2.00 86 Religs Learning Frae Will Bap.list Family
Interviawing Central Standard Ministrias

Time _
Intraduction to Peer Supportfor  8/14/2022 11:41AM  1.00 100  Relasleaming Freo Wil Baptist Family
Feer Support Professionials Central Standard Mirtatrizs

Time

Fruss i . -

Ehid :
Mamlainlng Prnfasstonar 9!1312022 1262PM 050 100 Reliag Learning Prees Wl Baptlst Family
Boundaries Central Standard Minisiries

Time

Medication Management for  9/12/2022 1:01AM 175 93 Relias Leaming Fres Wil Baptist Family
Ghildren's Services Central Standard Ministries
ParapronSslanals ) ‘Time_

81312022 4:47PM Free Wil Baptisl Famlly
Central Standard Ministries
Time

Printed date: Wednesday, December 20, 30f5
2023 Central Standard Time




ORIGINAL £l1-Ry

Sheiton, Jay Official Transcript

Overview of Psychiatria 922022 114800 0,78 agd Relias L.earming Frae- Wil Baplist Family

Medications for Cenfral Standard Ministrias

Childran/Adotescents Timg _

Posilive Bohavior Supportfor 011812022 14:28AM 175 86 Rellas Leamning ' 'Frea Wit apust Famly
Children Central Standard Ministtles

£ov4 3 R 5 i o .
Prison Rape Elim natlan Act 83072023 2:58PM 1.00 100 Bhannon Lane Free will Bapnst Famlly
(PREA) Central Standard Mirtistries

Time

T e g S92 3 3 :
Providing Customer Sarvice 302023 10:49AM 0,28 100 Ralias Learnlng Free WIII Baptist Famlly
Cian_trai Standard Ministrles
Time

Secﬁr}t’y Awataness Tre;fr;mg " 8/30/2023 4.20PM 1.00 ] Relias Learning Frea Will Baptlst Famliy
Leval | Cantral Sfandard Ministries

:Time_
Saxua[ Harassmant What 81301’2023 11:55AM 050 100 Ral[as Laaming Frea will Bapl[sl Farnily
Empgloyees Need to Know Central Standard Ministries

BI312023 10:43AM 100 90 Rellas Leaming ' “Free Will Baptist Family

Strateg[es for Prevammgland Da-
esgalating Hosfile Situations Central Standard Ministries
Time

Title VI 9/13/2022 2:25PM 1.00 30 Lisa Slmpson Free Wili Baptisf Famliy
Central Standard Ministries

5 e AOHRB T 2 SR S N T T SRR EAE ik 4 s
Traumatic Stress Disorders In BA8/2022 1H30AM  2.00 93 Relfas Learning Frae Will Baptist Family
Children and Adoléscants Ceniral Standard Ministries.

Thva

Printed date: Wednesday, December 20, 40f 5
2023 Central Standard Time



ORIGINAL

Shelton, Jay Official Transcript

Understanding Human Trafficking 9113/2022 342PM 100 100 Relias Learning Free Wl Baptist Family
Central Standard Minlstries
Time

. Ol : o
; ttaies mﬂm Al : e R >
Understandi G1182022 4-120M 8a Rellas Learning Free Wil Baptist Family
Viglenoe Central Standard Ministries
Time
N e N
8labe
&

A
Relias Learning Fiee Wil Baptist Fanilly
Minlstries

Welcome to Relias: The Game
Elements Tour

Times ,

Total Hours: 80.50

Printed date: Wednesday, December 20, 5 of &
2023 Central Standard Time
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& wwmmmwwm this certificate in recognition that
Vorris Williams
has successfully completed The National Society of Leadership and Success training program and committed
to further personal development. In light of this accomplishment, membership has been conferred in the

Delta State University
Chapter of The National Society of Leadership and Success. As a member in good standing, the
individual named above is entitled t0 all honors, benefits, privileges, and responsibilities of the NSLS,
effective this date of

June 01, 2021

St

mﬁ% Tuerack

Chief Visionary and Founder
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ertificate of Completion

{0

Vorris Williams

for

Pressure Point Control Tactics

Basic Training Course

p. Date 02/19/20 “\v&m\\\ 02/19/21
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Certification of Completion

This certificate is awarded 8_

-24- 0017
E1-R5

Has successfully complieted handgun training
Given this 19th day of May 2022

ORIGINAL

Bolivar County Regional Correctional Facility

\\MNR,FJ | Cliajzz

Range Master Date
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. Williams, Vorris Official Transcript !

All Staff Handbook {updated 2-16 12/14/2023 1.00 80 Lisa Simpson Free Wil Baptist Family .
~23) 14:52AM Centraf Ministries ’

Standard Tirre _ -

An Overview of Substance Use 121812023 211PM  1.00 g0 Frae Wil Baptist Famlly
Disorders Ce.ntra_l Standard Ministries

32 YL?!%‘V g 3 i
Arkansas Emergency Codes and 12!18/2023 3:48FM  1.00 8O Lisa Slmpson Frea will Baptlsl Fam:ly
Procedures Central Standard Minisiries ;

£ R AL G " T i AT i ik
Bullying In the Workplace 12/‘1 9/2923 2 32PM 0.28 100 Rehas Learning Free Wll] Bapttst Famlly ]
(Tzentra[ Standard Ministries 1
ime ‘

E B i
Developmental Stages from Blrth 12/26/2023 0.78 100 Relias Leammg Frae Will Baplist Famlly
to Five Years Old 10:30PM Central Minisiries
Standard Time i i

i A £l e Len e T L : t

Essentlals of HIPAA 12!22!2023 9 10AM n 50 100 Rellas Laarning Free Wil Baptist Pamlly
Central Standard Ministries :
Tirme |

B ; 1 4 hA ‘;"‘“ﬁf
Fire Bafaty 12.’22{20?3 0.50 108 Rellas Learning Frea Wl Baptist Family ;
11:18AM Central Minlsfiles i

Standard T:ma !

Totat Hours: 11.00

Printed date: Wednasday, December 27, 10f2
2023 Central Standard Time
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ARKAN SAS TE CH UNIVERS ITY

Record of: Timothy Michael TLée

06770

ART C 2323
ENSL 1013 5
THLED, 1513 5
SMATH 1113
‘POLE 3033

Q- e
o)

o 00820  University of Arkais

e 2003 CULTURAT, ANTHR ouomz (GE)
i:u;ali 1023 COMEOSTFION X
2003 M'IE?RIGAN GOVhRNMEN’I’
T03 GENERA' ‘PSECHOLOGY.
SPH k%g PUBLIG- apmxmd
985+ IITNFSS WZ\T:KIN JOGGINE .
Eh :

_ i6:000 QPts 3
CwPhR-Hr :

GERQ IXXX
GUNL LRRH
A1 1503

T E.,.na

TARK KAEERHF

"As of Juiy fJ, 1‘]'?{‘ ;

‘ Arkansaq Pnlytechniﬂ Cnllege

S heeime o o -
Arka.nsas Tech University

: . Tammy Weaver, naglstrar -
REJECT BBGUMENT I SIGHATURE ABOVE. is DISTOFITE ;
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0000
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@ff)w

tion Infofmation o

1603 °.

Ehras
GPA-Hrs:

Term 2017

;3013

3273 DIGITAL HIST

MEDECAL TERM

HISTORY/AMERIONY 10




ARKANSAS TECH UNIVERS ITY

‘As of Juiy 9, 1978

23,000 ¢

4,000 B

3.000 B

38.000
3.000

Alkan G816 Palytmhmc C{)llege : :.:: i

1.? 0t

Summe, -.Teu:m 2022. |

QL 4 .’43

6.00

%

:BSY 3133

9.00
71,000 :

shre: - - “€:000 Gvks
©EBA-Hrs: T 6,000, GRA

¥all Term 2022

; ﬁ‘i 1643 ORGAN GLOBALYZATION/DIVERSITY

b 97. (}(_j.

5%3 4343 TRAINING 5D OR
. t%,’ga ORG LEADERSHIP, CAPSTONE

ps‘r 38;@:} . LIUESRAN DEVELOPMENT

. y pap
documant Whan pnotocoplad {hg'vi
ITE OH COLOFL [ola]

Tammy Weaver Flegistrar

- REJECT DOSUMENT ¥ SIGNATURE: ABOVE 18 msmman :
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Office of the Registrar » Brown Hall, Suite 307 » 105 Wast Iyérge ¢ Russeliville, AR72801-2222
athool Code 001089 « [479) 968-0272 o wvw.allbedu/registrar

AGCRETITATION:

Arkansus Tach Unlvarsily ls accreditad by The Higher Learaing Conwnission and is & mamber
4f the North Gentral Association of Colleges amd Schaols; The Assodiation o Advanee Collagiate
Sehools of Busiress; Matonal Councit for Acoraditation of Teacher Bducalion; National
Aggociation of Schaols of Mosle; Nationat League for Nuslhg Acoredittg Commiasion;
Commisslon on Ascreditation of Heallh Informatics and Information Managenmia Bdueation:
Health information Adrminlsieator; Gommission on Accraditalion of Alled Health Education
Program: Medical Asstsiant; Engineering Ascreditadion Comilsslon of the Accraditation Board
for Enginaoring and Tadhwwlogy; Americen Chamical Sosiaty; Natiana! Reorentian and Park
Adwinistration Councli on Acoraditation; Acoreditation Canimission for Prograns it Mospltality
Administratan; Foundation of Higher Education fa Emergency Managament: Emargorey
Administration and Management: and Sompyler Acereditation Commission of te Acoreditation
Hoard for Enginesring and Tachnnlogy.

CALENDAR & CREDIT HOURS:
The asademic year conglsts of wo fiftann-wask semasters (fall and apring) and one sunmer
taran with swo fiva-waok summmar sessions. A cradit awardad is in semester hour oredi,

GOURSE NUMBERING:

0000 to 0899 devilopmental or remodial Colirses (nat caiculated i eamad hours)
00 o 1908 frashirian leval courses

200 to 2099 sophirnore leve! eourses

3000 10 3989 Juriior lavel courees

4000 1o 4980 sanior level coutses

5000 and ghove graduste level courses

GRADING BYSTENM,

GRADE SIGNIFICANCE QU Ty PoNTs )

A Excellent 44 )

B Above Average 348 '{%A

6 Average 24 * o

D Below Avarage 10 Pl

F Fuiling 0.0 P

FE Dropped for Excessiva Absances 0.0 "%;

I lneomplete theeomes an °F" afer ons senraster if not ramovadd} f?

AY Audd t%.,
B Gracdit by Exam 3

R Cratit

i# tn Progress

NG Mo Grade Awerded

HR Grads not racorded at histime

P Pass

R Mo Grade {solrse o be mpaaled]

T Teansier

W Withdeawn

Wil Withdrawn for Mos-Allendanca

Wi Withdrawn Passing

Wi Withdrawn Faffing

* Remadial (not caleulsted in gamed hours affer May 2007}

N Rarmadial, rost ba repeaied (nof caloulstad in esred hours)

o Renadial, mest repeat fo advance to Collsge Algahra oot salautated it comad lips)

English Language atituie ol cafeulsled in samed howrs or GPA)
Letlers following the credit hows indleate the course has been repasted.

B Excluded

| inciuded

CLASR STAMDING:

Froghman 829 aamed hours
Sophomore 30-59 egrriad hours
Jurdor £0-89 earned hours
Senior S0 or mate earnad bours

DOGUIRENT AUTRENTICIY: Tris offiis! anscript is printod an secunty paper Wil 2 croen haskground and the name of 8t urarsily frinted Ja white lypa aoress the tase of e docyment, When pixdocopled, e
wort} GOPY appears peaminently asoss I faes of Iha-snthe dactnant, ALTERATION GR FORGERY OF THiS DOCUREDIT MAY BE A CRAGNAL OFFENSES A black ard whild documant s 60t an original and shoukt
nait e gtaapled as an offikel nsiiutongl g, This iransorit canat bz rabszsed to 8 Witd pary witheut the wiitlen condeit of tha Studani; 1S 15 In assurtiznes witk: he Fantly Educational Rights and Privacy Act

ol 1674, by frave addilonal quistinns stowt this documan]. pleasa content aur offies &t $170) 9380872,

SENFERAL ERUGATION GORE:
English (8 hours)
{8as s Dasciiptons for minhnum geadn sequisaments

EMGL 1513 Conposilion HACTS-ENGL HH3) or ENGL 1043 Honors Somposition |
ENGL 1923 Composition 1| (FACTSEMGL 1023) or ENGL 1053 Honers Gomposition §

Mathamatizg {3 hours}
{Baa Couese Dastdptions for minkvam grade requiramentst

MATH 1003 Colleye Malbemalics ACTSMART 1443

WATH 1113 Callege Algalia AGTS-MATH 1153}

STAT 2463 fnrradustion b Shalistienl Meihors (ACTS-MATHOS)
Ay higher ieve! mathemalics course

Seters (8 howrs)
Compliate 4 total of aighl howrs of sniencs with leheratory

13 Hiatory oy Goversmens {3 liotrs)

HEST 1803 Survey of Amarlear History

FIGT 2008 Unitad Siates History to 1877 {ACTA-HERT 2113}
HEST 20173 Unitod Stalos Mistory since 1877 (ACTSHIET 2123}
HIST 2063 Havors United Slates History o 1877

FOLS 2003 Ametican Govermment (AETSFLEC 2003)

focal Sofences, Floe Al nmaniis, Spach Commantoations {15 haurs)
{Homplete ana of the follaving 3 options):

Sption 11 Fine Arts andd Hurmillies - 8 hours
Hovial Scionoas ~  Hoyrg
Spnech Cunnnunications ~ 3 hours

Optio 2 Flng Aris and Humanities - 8 hours
Sacial Sslances- 6 haws

Optien k. Fine Arts and Humanttks ~ 6 hours

Socis Selances - 9 houys

Finie Avis and Humenities
AT 2425 Bxpsrigneing Art{AUTS-ARTA 1003
ENGL 2003 Introduction & Wodd Lierature (AGTSENSL 2113)
ENAL 2043 Iniznduction fo Americen Litersture (ACTS-ENGE 2883)
FEHGE 2025 Honors Wosld Litsrature :
£t 2178 ntoduttion o Film ‘
£131 2183 Honors Infroduciion o Flm

WHOUR 2175 Ielroduetion t Film
pAUS 2003 Infroduction fo Mosic (ACTSMUSC 1603

Tk, 2003 ntroduction fo Philasophy (AGTE-PHIL 1103

PHE. 2043 Honors introduction to Prifesaphy
PHBL 2083 Infroduction. 1o Crigiesl Thinking (ACTS-PHIL 1503)
TH 2273 ntroduetlon ko Thestrs (ACYS-DRAM 1963)

Gostal Batances [Students majoring in angliaerdng may substitule upr o siz hours of
Usapedf [ovel nimenifias, soclal sclences, mathamatics, of sclence) |

AGHU 2683 Principles of Agrguitural Macrostonomics

AGRU 2073 Principles of Agrouitun Microgeonanics

AMET 2008 Amarican Stiudies

ANTH 120 futroduciion fo Anibropology (ACTS-ANTH TH3)
ANTH 2003 Ciiltwral Anthropoloay (AGTR-ANTH 2013

BEON 2003 Principles of Econamlos | (AGTSECON 2103)
ECON 2013 Principlen of Ecanomics I {ACTS-SCON 2203}
ECON 213 Hanars Pridiplea of Ecoriamics |

GEOS 2013 Regiongl Geography of i Wordd (ACTSGEGG HE3)
HIST 405 Waorld Mistony to 1608 (ACTSHIST 1113

HIST 505 Wonld Elistory shica 1500 (8GTS-MIBT 1123)

HIIY 4843 Honors World Mistory to 1560,

MG 1983 Supay of Amprican History

HIGT 2003 Unltad Stales Hislory to 177 (ACTS-HIST 213}
HEST 2013 United Stalas History zingg 677 (ACTE-HIST 2123}
HIBT 2043 Honarg Unltad States Histary to 1377

POLS 2002 Amarican Govamment (ADTRPLEG 2005

PSY 2003 Ganeral Payehology (ACTE-PEYG 1%

S0C 1003 niraductary Sociology (ACESS0M 1013

Spaech Communications

GOME U Intresduction to Corarntinication
GOMR 2003 Fublic Spesidng

OB 2172 Business and Professlonal Speaking
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Lee, Timothy Official Transcript

Al Staff Handbook (updated 2-16 5/1/2023 9:31PM  1.00 100  Lisa Simpsan Free Will Baptist Family
-23) Central Standard Minlsiriss

Time

e i F e e e i = i ;
An Quarvigw of Substan 81472023 9:33AM 1.00 80 Rellas Learning Frae Wl Baptist Family
Digarders Central Standard Ministries
Time :
Arkansas Emergency Codas and 10/18/2023 3:32PM 1,00 100 Lisa Simpson Free Wil Baptist Fanili

Procadures Cantral Standard Ministries

e
M%;; .
st Family

Aftachment Dsorders: 1.50 éarhmg Fra Bapt!

Assessment, Dlagnosis, and Ceniral Standard Minisfrles

Treatment Time
O — : T
. !%%qu %]ﬁt

ey

TV

s i s TR I
6/1/2023 10:28PM 0.50 80 Fres Will Baptist Family

Central Standard Ministrias

7
el

2182019 8:28AM 0.50 10 Relias Learning Frae Wil Baptist Family
Central Standard Ministries

ontralStant
Jhﬁ%’}w&ﬁan 2 S, & b ALEIRE e PR MR e N
6/19/2023 9:21PM Frae Wil Ba
Central Standard Minisfries
Time

T

ki

DGS Policy on Behaviar 5172023 8:16PM 0.50 100 Shannon Lang Free WIll Baptist Family
Management Cantral Standard Ministries

Time

De-sscalating Hostlle Gllentts  2/18/20194:22PM 150 100  Reflasleaming ~ Fres Wil Baptist Famlly
Gentral Standard Ministries
Time

BRI

4y
k

l!.

Printed date: Wednesday, December 20, 10t5
2023 Central Standard Time
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Lee, Timothy Official Transcript

Developmental Concerns in - B/6/2023 221PM 1,50 85  Relias Leaming Frae WIll Baptist Family
Childhood and Adolesgence Central Standard Ministries
Time

. : SHIBTRRA, 97 ,‘.ge'?_g{“ﬁ
EE PR i @ﬁfﬁ%ﬁ Ll : ﬁ% :
Davelopmental Stages; Birth to 2/24/2019 &:84P Fre
Five Years Qld Central Standard Ministries

:& 7 ST & AT I i : : i i
Electricat Safsty 21812019 0.25 100 Relias Learning Frae W Baptist Family
Ganiral Standard Ministries

Tim&_

&

24 LT SR i3 EAE sebiinve hip i
Employee Orientation 5f1/2023 10:03PM 1.00 100 Bhannon Lane Frae Wil Baplist Family
Central Standard Ministries

'Tim_e

i GRS YR G i .klén g S -Eet A DL SR E SR R ; i e i
Essentials of HIPAA 10M 82023 4:40PM 0,50 B0 Relias L.eaming Free Wil Baptist Family
Central Standard Minisirtes

: %.\'E

s PRGN 5 B i ‘L';..-j&g st ;
Firg Safety 2/18/2019 4:50PM 0,80 80 Rellag Learning Free WIll Baptist Family

C_iantral Standard Ministries

Time

,:ﬁ R SRR RS AT P A e il i g jg.ﬁ iu & f

3MT12019 10:27AM - 1.00 100 Raligs learning Frae Will Baptist Famlly
Central Standard Ministrles

Time

; i = T 4 e
Faod Safety Fundamentals 6/19/2023 8:58PM 1.00 90 Rellas Learning Frae Wi Baptist Famlly
Cantral Standard Ministrias

3 22 Sl 2 : 4 SRS 2 s R, o
Groundwork for Mullicultural Care 3/10/2019 7:26PM 1.25 82 Rellas Learning Free Will Baptlst Famfty
Cankral Standard Minlsfrles
Tima

Printed date: Wednesday, December 20, 20of5
2023 Central Standard Time
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Lee, Timothy Official Transecript

Hazardous Chemicals: 808 21812019 5:22PM 0,50 80 Rallas Learing Free Wil Baptist Family
Central Standard Minlstries

Time

[deni[fylng And Prevantlng Ch]ld 3.’11!2019 a11AM 1.50 100 Rellas Laaming Fres Wil Baptist Family
Abusg And Neglect . %emtral Standard Ministrles
e

2124/2019 7114PM 1.00 100 Relias Laamlng Free Wlll Baptist Famﬂyw
Central Standard Ministries

lnciuslcm. Children with 3.’9]2019 8 SQPM 0.78 88 Rellas Laarning ) Free Wiil B:;ptist Fami]y

Digalillities Central Standard Minlstries
Tlms _

Infectlon Control: The Basios  2/20/2018 10:39PM 026 100 Relias Leaming Free Wi Baptist Famlly
Gentral Standard Minlstrigs

T[me -

4 Gl i el CEREE : 33 ohete i ; et %&M
Introduction to Motivatlsnat 12/16/2023 &:22PM 200 a& Rellas Laarning Frae Witl Baptist Famlly
Interviewing Glaniral Standard Mindgtries

Time

UL R i 4 i f i £ I : ; AT e it
Medisatlon Managementfnr 31’1 1:’2019 8: SOAM 1.78 1OI:J Rellas Leaming Freg WIll Baptist Family
Children's Services Central Standard Ministries
Faraprafesslonals Time
ﬁl.%’ﬂ“!ﬁ:‘wﬂm PR
Mmlmizmg Tr:ps, 8lips, and Falls 10/18/20238 3110PM 025 100 Rellas Leaming Frag Wil Baptist F‘amlly
Central Standard Minfstrigs

Time

Overview of Peychiairs SN0z eeePM 075 88 ‘Fras Will Bapiist Family

Medications for Central Standard Ministrtes

C‘hlldrenlAdolasuents Tlme

Frinted date: Wednesday, December 20, 30f B
2023 Gentral Standard Time
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Lee, Timothy Official Transeript

Cerview of Psychlatric 2018 10:40AM 150 85 Religs Leaming Fres Will Baptist Family
Medications for Central $tandard Minislrias
Paraprofesslonals Tims

SETeL N HE ¥}

Pasitiua Behavtar SUpport for 31'1012019 87PN 1,78 93 Relia& Learning Free WIEI Haptist Famlly
Chitedren Central Standard Minisltles

Time

Preventing Slips, Trigs and Falls 21242019 5:26P
G‘entral Standard

Free Wlll Baplist Family
Mintstries

Security Awaranass Tralnlng 12/17!2023 B EEPM Frae Wi Baptie! Family
Level [ Central Standard Ministries
Time

ARA 5 i i C
Strategles for Preventing and De- B/6/2023 3.09PM 1.00 20 Free Will Baptlst Family
escalating Hostile Situativhs Ceniral Standard Minisiries

Time.

. fe il : { { i SR
The Bas:cs uf Werkplace Safety 12/1/2023 10:51AM  0.25 100 Rehas Learmng Free Wl Bapfist Family
Ceniral Standard Ministries
Tlme
;ﬁ
THe VI 51/2028 2:39FM 1,00 80  Lisa Simpson Free Will Baptist Family
Central Standard Minkstries
Tima
Lot L St

Traumatic Stress Dlsarders 1 2/20/2019 10:17PM 2,00 Reflas Learring “Fraa Wil Baptist Famlly
Children and Adolescents Central Standard Ministrles
Time

Tuberculosls: The Basics 22612010 11:55AM 0,50 80 Relasleaming  Fres Wil Baplist Family
Cantral Standard Ministiies
Time

Printed date: Wednesday, December 20, 40f5
2023 Central Standard Time
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Lee, Timothy Offietal Transcript

Workplage Emergencies and 22812019 11:24PM 1,00 100 Relias Learning Frae Wil Baplist Family
Natural Disasters: An Overview  Ceniral Standard Ministrles:
Time

‘é' l!f a%\é “ ‘%%J e x‘i“i
Ll % AR SR Gl b Beni e Kt 3 AR il }__. B st Aste sib s
212412019 5:02PM 0.25 100 Relias Learning Frae Wl Baptist Farnily
Central Standard Ministrias

Total Hours: 74.50

Printad date: Wednesday, December 20, 5off
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{CARF Sactlon 1. |. Human Resources #1)
{CARF Section 2 A, Program/Service Structure #19)

POLICY: PLANNED/UNPLANNED VACANT POSITIONS

There are times that an unplanned termination/event may oceur with a Case manager
position. In order to provide quality services to clients and families, maximum
caseloads have been identified for each department. The agency is required to ensure
that caseloads are in compliance with current standards. In the event a Case manager
leaves the agency, FWBFM will ensure that all cases will be reassighed within one
business day.

Procedure:

1. Frequently advertise for PRN Case manager positions.
a. Newspaper
b. Website
c. Online
d. Other as identified
2. Cross train qualified employess.
a. Any employee, identified by the Administrator, that meets the
qualifications (education and experience) of a Case manager will be cross
trained with their existing position and a Case manager position (i.e.
Foster parent Recruiter Trainers, supervisory and administrative staff) to
utilize when needed.
3. Assigh Case manager supervisor case load, when needed.
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Revised Client History Form
RFP # 710-24-0017
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Client History Form

Inskruchions: This Torm ls intended to help the State gain a full understanding’ of each Respondent’s experience
providing foster care services. This form must be accurately campleted and signed by the same- sighatory who
signed the Respanse Signature Page in the Technical Respornse Packef,

The State reserves the right to verlfy the accurecy of responses by contacting any of the listed clients; therefore;
all‘applicable clients must he listed, For purposes of this form, the “client’ Is not an individual, but the entity
which hisld the contract. By way of explanation, In the Gantract resulfing from this RFP, Arkansas’s DHS will be
the dlient. Fereach listed client, Respondents must incluce {he cliententity's name, address, and phone number,
Addifionally, Respondents are encouraged to provide an Individual's contact information for a persor at the: cllent
antity who is knowledgeable of the named projest. if the State.contacts the clients listad, the State reserves the
right fo either cantact the listad individual and/or ancther persen at the client entity.. Ormission of a relevant cllent
will constitute a failure of form completion.

The boxes below each prompt will expand If necessary. I there are no contracls which meet the definifion,
Respondent must state "none,”

1, Please list three (3) clients whera you served as the prime contractorfor services of simiar size and scope
in the past three (3) years. Client information as desarlbed above roust be included.

Fraa:Will Bupiist Famliy Minlstdes, LLG .
. ' 30-Starloy Lans
Greanyilla, TN 87743
Hm Robinatie GOO 423-889-844¢
(BA:, )
Ceanfract # 486040344 Gontract £ 4600044584
Emargsncy Sheller QRTP
Florsnes Crittenton Mugeiis Houas
(8800 West T1ih Stest 1008 Second Straat,
L1ttia. ook, AR 72204 Charlastan; AR 72832
- ingala Willams, Adminfsimtor Brands Qrady, Adminlstratar
SU-BE-ATEY 479508-0681
Cliard Enflly:Arkanzas DHE Gttt Entitys Atkansas DHS o0 Maln Slreet Litile Ratk,
AR 72204 _ 700 Mali Strast Lille Rocl; AR 72201
Spechalizad Sarvices Unit Program Meintal Hpalli & Treatmer| Serdees
501-B82.1001 g04-ahz-4001
Young Ghidran's Homeas Cantrast ¥ 4800048463
8811 Youny Hama Dive _ BPLPA
Fort Smilh, AR 72018 Famlly finfuldes Fostar Care & Yaung
Reharah Chdstian, Administrator Chiledran’a. Homas
A707HE-081F 8811 Young Homis Jiive
Gilant Enlily:Afkansas DHS Fert Smith, AR 72818
700 Mali Sirant LIk Fogk AR 201 Diebueah Chtstany, Adminlalator
Spruializel Serines Unll Pragram, 4797656513
504-882-4001 Cilent Britity:Arkansas BHS

B Title: COO

o

Authorized Signatuve: |

{Us ik Okly)

Jim Robinette 1212072023

Printed/Typed Name: Date:
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JOINING US

03:004

(CARF Secfion 1 A, Leadership #8a. 6)

{CARF Section 1 E. Leadership #k., 1)

(GARF Saction 1 1. Human Resourges #41)

{CARF Section 1 |. Human Resources #2., #3., #4., #6, #8, #9)
(GARF Saction 2 A, Program/Service Structurs #29, 31)
{CARF Section 2 B, Sareening and Accass to Services #2)
{PREA Palicy 115.317)

POLICY: HIRING POLICY

We endeavor to hire the best possible employees to join our team. Our goal is to hire
employees who are committed to our ideals of teamwork, cooperation, and setvice and
who meet the mandatory requirements of education and training as set forth in the
individual Job Descriptions per our governing bodies. Selection of personnel will be
based upon their qualifications to fill these requirements.

When an opening exists, announcements will be posted in a variety of ways including
but not limited to: emalil distribution of employment opportunities and vacancies, bulletin
boards, social media and outside sources. Applications will be accepted by Human
Resources, and supervisors who will determine which applicants to call for interviews.
Interviews will be conducted by an interview team and a recommendation for hire will be
made to the COO/Chief Operating Officer.

A job offer is presented fo the applicant by the Human Resources and/or supervisor that
is contingent upon the successful completion of required background checks and
required employment documentation. At the time of employment, the applicant will be
given a copy of the employee handbook and is required to read the handbook and sign
the handbook receipt form for file. The new hire will be tested on the handbook as part
of their trainings.

It is the agency’s policy to perform background and reference checks, to ensure
individuals who join FWBFM are qualified and have a strong potential to be productive
and successful, It is the policy of FWBFM to investigate the background of each
prospective employee, volunteer, subcontractor, etc. through background check and/or
criminal check, fingerprint check, sex offender registry, abuse registry, CPS search,
driver's record check, credential verification, including license verification {(when
applicable) and the county(s) of residence for past six months. All job offers,
contracting and employment are subject to successful completion of required tests. Job
offers will he revoked if applicant does not pass required checks.

To help assure employees are able fo perform the essential functions of their duties
safely and to determine what, if any accommodations are needed, each employee must
have a pre-employment exam that includes physical, TB skin test, and a drug test.
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FWBFM will not hire anyone who has engaged in abuse (physical, verbal, mental, or
sexual) of any kind in a prison, jail, lockup, community confinement facility, juvenile
facility, or any other institution, has been convicted of engaging or attempting to engage
in sexual activity in the community facilitated by force, overt or implied threats of force,
or coerclon, or if the victim did not consent or was unable to consent or refuse; or has
been civilly or administratively adjudicated to have engaged in the activity described
ahove.

FWBFM will not hire or promote or contract with anyone who has been determined by
the court system to have been involved in any incidents of sexual harassment,

FWBFM shall also ask all applicants and employees who may have contact with clients
directly about previous misconduct described in above paragraph in written applications
or interviews for hiring or promotions and in any interviews or written self-evaluations
conducted as part of reviews of current employees, The agency shail also impose upon
employees a continuing affirmative duty to disclose any such misconduct.

Procedure

Once the reference checks are completed, an offer will be made to the applicant by
Human Resaurces or supervisor, contingent upon successful completion of all required
background checks and required employment documentation. Upon acceptance of the
offer, the applicant will be required to sign the offer. Prior to employment, the applicant
will be given a copy of the employee handbook and must read the handbook and sign
the acknowledgement form.

The agency will verify and have a copy in the personnel's file throughout employment
the following:

a. Application

b. Three references

c. Verification of education, diplomas, transcripts, licenses, certifications, and
professional insurance, as required for the position. Human Resources will monitor
and update these as needed, per governing bodies.

Documentation of prior experience

Agreed upon terms of employment, including signed documents and agreement to
agency policies on confidentiality and child abuse reporting

Driver's license will be monitored and updated as they expire

Driving record background check, updated annually

City and county police record check, updated annually

Fingerprint check at time of hiring.

Sex offender registry verification updated annually

The Child Maltreatment verification form from AR Child Maltreatment Central
Registry Search Results at time of hiring, updated every two years

Personal car insurance will be monitored and updated as they expire

e o

FT T




Finding the person
a.

b.

C.

. 710-24-001 3
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Human resources will review job descriptions to determine type person required and
will design ad and get approved.

Human resources will place newspaper and/or website ads in the appropriate site as
required by what region to target, requesting applications and resumes.

Human Resaurces will collect and screen resumes and completed applications per
the qualifications noted on job deseription.

Human resources and the hiring supervisor will decide who they want bring in for
interviews and who fo check references on.

Human resources will check references and will screen out any candidates that the
reference checks do not look good. The hiring supervisor will be a part of the
degcision as well.

Human resources will set-up the interviews and provide the hiring packet with
interview questions for the interviewing employees, (dates for interviews set up in
advance with interview team) Use approved interview form - currently being revised
Team interviews will be conducted on all new hires, unless indicated otherwise by
COQ/Chief Operating Officer.

Interviews will not be delayed, schedule conflicts will be considered, but interviews
will be scheduled regardiess. Inferviewing team members need to make every effort
to aftend interviews, when scheduled.

Immediately following an interview, and feedback session to decide on candidate to
hire. Supervisor signis off on the job offer.

Job offer along with application and resume are then submitted fo the Human
Resources.

Human Resources schedules an appoinfment to review with the potential employee
the statement of Faith. The CEO/President or CFO/Chief Operating Officer reviews
the application before signing the job offer. Once the potential employee agrees to
sign the statement of Faith then the CEQ/President or CFO/Chief Operating Officer
signs the job offer.

Approved Job offers are presented to candidate by Human resources.

Candidate completes paperwork and all required pre-employment requiremenis
according to mandatory requirements determined by federal, state, and employer
guidelines.

Once job offer is signed, new employee will read and sign job description, which lists
primary and secondary responsibilities for position. Supervisors will review job
descriptions annually and will update as needed.

FWBFM is required by the Department of Children’s Services to complete criminal
background checks, sex offender checks, abuse registry checks and driving record
checks annually on all employees, subcontractors and volunteers.
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{CARF Sectlon 1. | Human Resourcas #1., #8.) 'pg q DF: 6
POLICY: AGENCY STAFFING ASSIGNMENTS

The agency will follow staté licensure guidelines. The hiring of persotinel is determined
on the number of clients admitted and being served at any given time in the agency.
Staff levels can fluctuate depending on the number of clients as well as any financial or
business decisions that need to be made by the Board of Trustees, the
CEO/PRESIDENT, or a member of the executive committee. It is the intent of FWBFM
to treat all qualified persons without discrimination in all employment practices such as:
employment, rates of pay or other forms of compensation, assignment of work, benefits,
training, upgrade, transfer or promotion, layoff or termination, and all other terms,
conditions and privileges of employment.

In the event of unplanned absences, we cross-train our employees, we have prn staff,
interns and volunteers to fill in when necessary.
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03:009

POLICY: TITLE VI, AGE DISCRIMINATION ACT AND

IMMIGRATION REFORM AND CONTROL ACT {IRCA) and

USCIS UNITED STATES CITIZEN AND [IMMIGATION
SERVICES

FWBFM complies with all employment eligibility verification requirements, as per the
Immigration Reform and Control Act of 19888. IRCA prohibits employers from hiting and
employing an individual for employment in the U.S. knowing that the individual is not
authorized with respect to such employment, FWBFM is also prohibited from continuing
to employ an individual knowing that he or she is unauthorized for employment. This law
also prohibits FWBFM from hiring any individual, including a U,8. ¢itizen, for employment
in the U.8. without verifying his or her identity and employment authorization on Form |-
8, either via paper or electronically.

FWBFM requires applicants or any other person (any legal entity) who through
contractual or other arrangements with FWBFM is authorized to provide services or
benefits under said program to comply with ali requirements imposed by or pursuant to
the regulations issued under the provisions of Title V1 of the Civil Rights Act of 1964.
Section 504 of the Rehabilitation Act of 1973 and Section 303 of the Age Discrimination
Act of 1975, to the end that no person in the United States shall on the ground of race,
color, national origin, age, or that no oftherwise qualified handicapped person shall
solely by reason of the handicap, be excluded from participation in, be denied the
benefits of, or be subjected to discrimination under any program or activity for which
FWBFM recelved federal

assistance from the Human Services Department; and hereby gives assurance that it
will immediately take any measures necessary to effectuate this agreement.
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POLICY: EMPLOYMENT STATUS

The purpose of employment status is to help provide uniformity and equity in applying
personnel policies and benefits, and to comply with all requirements of The Affordable
Care Act as required due to our aggregated large employer status. FWBFM provides
affordable, minimum essential health insurance coverage for all eligible employees. All
full-time employees (working more than 30 hours per week) are eligible to receive an
Offer of Coverage 60 days from hire then thru to the first of the following month (hot
before 60 days from hire, and no longer than 90 days after hire.) Employees cannot
be threatened with firing or disciplinary action for sighing up for health insurance
coverage. Every eligible employee is required to complete a benefits enrollment process
at their time of eligibility regardless of whether they are declining coverage or not. All
eligible employees will be provided with the health insurance plan detalls in advance of
their enroliment deadline, All eligible employee waiving health insurance coverage must
disclose the reason they are declining the coverage and may be subject to provide proof
of other coverage, All employees working less than 30 hours per week are not entitled
to an Offer of Coverage.

The employee status definitions apply to all FWBFM employees:

Exem
Employees whose positions meet specific tests established by the FLSA (Fair Labor
Standards Act) and state law and who are exempt from overtime pay.

Non-exempt

Employees whose positions do not meet FLSA exemptions tests and who are
compensated at 1.5 times their regular rate of pay for overtime, as required by FLLEA
law.

Reqular Full-time

Hourly employees regularly scheduled o work 36 hours or more per week based on

FWBFM policy and work schedules. Salary employees are required to work 40
hours a

week.

Regular Part-time

Employees regularly scheduled to work less than 30 hours per week, are paid on an

hourly basis. (not eligible for benefits)

Temporary Seasonal

Employees who are hired for a pre-established period and often during peak

workload periods, usually working up to no mare than 30 hours per week.

Temporary

Employees whao are hired to work temporary assignments as needed on an “as
needed” basis. (nof eligible for benefits)

PR
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Employed as needed with no guarantee of set hours. Designed to supplement full
and part time staffing needs.

On occasion, FWBFM may also utilize the services of an agency for temporary
workers, These persons are employees of the agency, are recruited and paid by
the agency, and are subject to the rules and policies of the agency. They are also,
however, expected to abide by all policies and rules of FWBFM while working here.

Human Resources will review your eligibility for company-sponsored benefits.
Should you have questions conceming your employment status and/or employee
benefits, please see an HR representative.

3:012

(CARF Section 1 1. Human Resources #8.)
(FREA Policy 118,317,

POLICY: PROMOTION POLICY

[t is the policy of FWBFM to promote from within whenever possible. Employees are
required to submit a letter of interest with current resume to Human Resources for
openings in which they have the appropriate knowledge and experience. Factors
considered in the selection process include demonstrated skill and ability to perform the
new position, prior and current work performance, past and current disciplinary record,
attendance records and cooperation with others and attitude.

When a change in status, such as promotion, transfer, ete. does oceur, an add/change
form does need to be completed and signed by the supervisor, then forwarded to the
department of human resources, in a timely manner.

FWBFM will not hire or promote or contract with anyone who has been determined by
the court system to have been involved in any incidents of sexual harassment.

It is the intent of FWBFM to treat all qualified persons without discrimination in all
employment practices such as: employment, rates of pay or other forms of
compensation, assignment of work, benefits, training, upgrade, transfer or promotion,
layoff or termination, and all other terms, conditions and privileges of employment.

93-7058 |
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03:014
POLICY: KEEPING OUR RECORDS CURRENT

Employees are responsible for notifying the Human Resources Department of any
changes to their own personal information such as a new home address, telephone
number, change in marital status, dependents, emergency contacts, beneficiaries, or
any other personal changes, which may affect the employee’s work status or benefits
program.

An employee who leaves FWBFM for any reason and experiences a change of address,
must notify the Human Resources Department in order to ensure that their W-2 tax
form, benefits program statements/notifications, etc. will be sent to the proper address.

03:015

{CARF Section 1 E. Legal Requirements #1 J.,)
{CARF Bection 2 A. Program/Sarvice Structure #20)

(CARF Section 4.A. Community Housing and Sheltars)

POLICY: EMPLOYEE PRIVACY

FWBFM is committed to protecting the privacy of its current and former employees. To
assist employees who want FWBFM to provide confidential information on their behalf,
the Human Resource department will coordinate the response to requests for
information from outside sources. You will be required to authorize the release of any
information that is provided on your behalf. We will, however, verify your employment
and comply with mandatory legal processes from the courts and law enforcement
agencies.

We will maintain separate medical and general personnel files and will make sure that
all Information in your records is maintained in a confidential manner. Only those
people who have a need to know will review your records. We will require all
employees who have access o your records to comply with these policies and
practicas. The payroll files will be maintained by FWBFM will be serviced by HR staff.

Upon request, the HR Department will schedule an appointment to allow employees to
inspect his/her personnel file. The employee may review his/her file in the presence of
Human Resources and the supervisor. All contents of personnel/medical files are the
property of FWBFM.

Any corrections, additions or deletions must be properly documented in the employee’s
personnel file. All changes of the original record must be dated and signed by those
involved, as well as their title. When adding to an employee’s personnel record, Human
Resources will make note of the change in the appropriate place in the file.
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{CARF Saction 1 E. Legal Requirements #1c., #3., a,, d.,)
(CARF Section 2 A, Program/Service Structurs #20)
(CARF Section 4.A. Community Housing and Shelters)

POLICY: CONFIDENTIAL INFORMATION (NONDISCLOSURE)

The protection of confidential information Is vital to the interests and the success of
FWBFM. Such confidential information includes, but is not limited to, the following
examples:

Compensation data

Administrative Records

Computer passwords and other confidential information
Pending projects and proposals

Matiling list

Pledge and donor lists

Client (clients) served

Client Records

Employee files (including medical information)
Accounts Payable

Accounts Recesivable

Administrative Records

s & & & ¢ & & » 5 S & B

All employees and board members may be required to sign a nondisclosure agreement
as a condition of employment. Any employee or board member who discloses
confidential information wilt be subject to disciplinary action, up to and including possible
termination of employment or board removal, even if he or she does not actually benefit
from the disclosed information. All confidential employee/board information will be
protected through the appropriate departments and kept locked.,
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{(CARF Section 1 E. Legal Requirements #1c., #3a, d.,}
{CARF Section 2 A. Program/Service Structure #20)

POLICY: HIPAA/RECORD DISCLOSURE/DESTRUCTION

All medical and other information directly or indirectly identifying a client or former client
must be kept strictly confidential. All information relating to a client's care, treatment or
condition constitutes confidential information. Employees and contract agents shall
never discuss a client’s medical condition with friend's family or other non-employees,
Discussion of client information with employees is on a need to know basis, limited to
designated personne! dealing with treatment/insurance/billing. A client's presence in
our organization could also indicate the nature of the client’s illness and therefore shalll
not be disclosed without proper authorization. Any unauthorized disclosure by
employees or contract agents could render the organization able for damages on
grounds of defamation or invasion of the right to privacy. Any employee or contract
agent who violates the confidentiality of medical related information will be terminated
from employment or contract and removed from the premises.

TIMEFRAME FOR CONFIDENTIAL ENTRIES INTO ADMINISTRATIVE RECORDS

All confidential data must be entered Into the Administrative records as soon as
possible, but no later than one week after being received.

AGREEMENT
Employees (or contract agent) recognize and acknowledge the following,

1) That the services performed by Free Will Baptist Family Ministries, Ine., for its

clients, and providers are strictly confidential and that to enable the company to periorm
those services, its clients, employees and providers furnish confidential information
concerning their affairs;

2) That the goodwill of the company depends, among other things, upen Its keeping of
such services and information confidential; and

3) That by reason of your role, you may come into possession of information concerning
the services performed by the organization for its client and/or providers.

Employees accaordingly agree that except as directed by authorized personnel, they will
not, at any time during or after employment (or contract), disclose any of such services
or Information to any person, or permit any non-employee to examine or make copies of
any reports or other documents prepared by you or coming into your possession, that
have in any way to do with the patienis or providers of the organization. Employees
recognize that disclosure of information may give rise to irreparable injury to the
organization, board members and owners of such information (clients/employees) who
may seek available legal remedies against you.
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The following state statute may be applicable (T. C. A. 68-11-3 11 - Violations - Civil
Liability): "Any individual maiting unauthorized disclosure of information may be fined
$500 in the first offense and $5000 in the case of each subsequent offense." Other legal
remedies may be available.

Accordingly, and as recommended by our insurance liability carrier, VIOLATIONS OF
THE CONFIDENTIALITY OF PATIENT INFORMATION SHALL BE CAUSE FOR
IMMEDIATE TERMINATION OF EMPLOYMENT OR CONTRACT.

RECORDS RELEASE AND DESTRUCTION

See policy Client Records for client records. All other records, files and documents are
destroyed based on the recommendations of generally accepted business practices for
the agency by a licensed shredding company who provides certificate of destruction at
the time of destruction.

TIMEFRAMES FOR ENTRIES INTO ADMINISTRATIVE RECORDS

05: PS 115

(CARF Section 1 E, Legal Reguiremants #1 ., #3 b, ¢, d., e, .}
(CARF Section 4 K, Rights of Persons Served #2.)
{CARF Baction 1 . Records of the Person Served #1, 4)

PROCEDURE: CLIENT RECORDS

The agency shall maintain strict standards relating to the safekeeping of client records. 3
Client confidentiality shall be assured through procedural and physical safeguards
against unauthorized access fo files. Standards and compliance coordinator is :
responsible for all client records by safeguarding them according to the policy below.

Staff members cannot access or remove records without the permission or knowledge

of record removal by standards and compliance coordinator. Written procedures shall

ehcompass content of client records, authorized access, security, the rights of the client

and the client’s guardian/custodian to access the client file, and racord retention.

1. File Content

1.1 Each client file will communicate information in a manner that is organized, clear, -
complete, current, and legible and contain the following Categories: i

RESIDENTIAL/IEMERGENCY SHELTER/QRTP FILE
1. Admissions/Intake

2. Legal
3. Medical



ORIGINAL

Clinical
Treatment/Planning
Education
Visitation
Miscellaneous

NSO »

FAMILY SERVICES/FOSTER CARE FILE

Admissions/Intake
Legal

Medical

Clinical

Treatment/Planning
Education

Visitation
Miscellaneous

. Foster Placement Services

10. In-Home Services

11. After Care Services

CONIALN.-

"110-24- 0017
E3-C)

). Yoe |2

1.2 Each program division shall include in its Operations Manual an outline of basic
client file content, organization of files, and standards and schedules for maintaining

current accuracy of files and purging them of all summarized notes or other
irrelevant or unnecessary information (see “Closed Records Contents.”).

. Storage of Records

2.1 All paper copy client files shall be stored single-lock in fire resistant cabinets or
vaults accessible only to be authorized personnel [see PS 158: Confidentiality of

Client Information):;

2.2 All client files are to be removed from work desks/offices and stored in the

designated cabinets/vauits at the end of each work day;

2.3 Within thirty days of case closure, case files shall be purged according to divisional

guidelines, reviewed by Program Supervisors/Coordinators, and forwarded to

storage in the closed record vaults or scanned into Fxtended Reach.

2.4 After case closure, Program Supervisors/Coordinators shall assure that
duplicate/working case files are destroyed; and

2.5 When destroying purged and duplicate records, materials shall be shredded.

3. Scanning Client Files
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Client files are considered a legal record of the treatment and care of youth in placement
with FWBFM. The documents stored within a client file are legal documents that must be
handled, filed, and scanned correctly!

Client files are created with numbered dividers that represent the type of document stored
in the section (.e, 1-Intake, 2- Legal, 3-Medical, 4-Clinical, 5-Treatment, 6-Education, 7-
Contacts & Visitation, & 8- Misc. 9- Foster Care, 10- In-Home-Services & 11- Aftercare) .
There are sub-sections in each file that are divided with the names of the documents that
are to be stored in the sub-sections (i.e. Record of Access, Face Sheet, TBI, etc.).

It is critical o remember:

[ ]

If a file is contained within a white binder, documents between each sub-divider
must be scanned as a single scan. Never éver scan a numbered section as one
file or scan more than one subdivided section as one file!!

Files must be scanned accurately and labeled appropriately according to the
subsection fitle it belongs in.

Files must be scanned with the client’s full last name, client's first initial, and the
name of the Subsection / document title in the subject line prior to being emailed
to the Case manager.

The Case manager/Case Manager must collect all of the client documents from
residential/family services and elther scan and file or upload to Extended Reach.
Files are scanned at the time of client discharge from reside'ntiallfamily services.

Procedure for Scanning Files

S

Place the subsection of the client file in the top feeder of the copy machine,
Select the SCAN option.

Locate the Case managers name on the screen and select it.

At the bottom of the screen, select SUBJECT.

At the bottom of the next screen, select TEXT and an alphabetic keypad will
appear on the screen.

Type in the client's full last name, client's first initial, and the title of the
subsection/document type (i.e. House, C., Face Sheet),

7. At the top right side of the screen, select OK.

8. At this point you should be back at the screen showing the name of the recipient

of the email.
Push the start button and the files should begin scanning thru the feeder and the
emalil is automatically sent to the person designated to upload the files.

TIMEFRAME FOR ENTERING AND UPLOADING DOCUMENTS FOR NEW ADMISSION

**File must be completed and uploaded inte Extended Reach within 7 days.
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4, Retention of Closed Records that are not located on our electronic system

4.1 Materials that have been purged from Closed case files will be stored placed in
cardboard boxes and locked cabinets in storage on campus.

4.2  Within 24 hours of finalization of adoption decree in court, adoptive case
records
are given to the Department of Children’s Services/Department of
Children/Family Services who will purge, seal, and forward to state authorities for
storage in state archives; and

4.3 Closed case files (other than those defined in 3.2) are retained permanently in
the
closed record vauits.

4.4 When destroying purged material from a client record, materials shall be
shredded.

4.5 Client files identified or involved in legal proceedings will be considered
protected, open files regardless of the time-period and not be destroyed.

4.6 Any file identified for legal or court proceedings will be pulled from destruction.
5. Access to Open/Closed Records

1.1 Access to closed foster care, adoption, and in-home service case records
may be granted only by the Administrators or Standards & Compliance
Coordinator: and

1.2 Access to closed group care (residential} records may be granted only by
the Administrators, or Standards and Compliance Coordinator.

1.3 In the event access is requested to records in regards to subpoenas,
search
warrants, investigations, or any other legal action, employees are instructed
to contact the administrator of Residential services for immediate action. If
the administrator is not availabie, staff should contact their immediate
supervisor for instructions, Outside legal assistance may be used in events
such as these. The CEQ/PRESIDENT has the ultimate authority on behalf
of the agency for approving access of any kind.
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6.1 Upon written request and proper identification, legally competent adult clients,
legal guardians/custodians of minor clients, and adult former clients shall
have the right to review the client record in the presence of personnel
designated by the Administrator, to request correction of any inaccurate
information in the record, and to request a copy of any agency-generated
document in the record. This also applies to requests from family members
for records of deceased persons.

6. Client Review of Case Record

6.2 Copies of information from any other source must be obtained from its
original source;

6.3 Such case reviews shall be documented in the case record, even if no
corrections or additions are requested;

6.4 Clients (or guardians in the case of minors) shall be apprised in writing of
their rights under this policy;

6.5 If it is believed such review would be injurious to the client’s physical or
emotional well-being, written refusal of access may be authorized only by the
Administrator or the CEQ/PRESIDENT:

6.6 In the event a client wishes to insert a statement into their case record, they
shall be given the opportunity with guidance as to what is acceptable self-
expression for case file document;

8.7 If the client's record insertion requires a written response for the file, the client
will be informed and given the opportunity to review the response.

6.8 Further requirements concerning client access to records shall be defined in
divisional Operations Manuals.

6 Disposition of Case Records in Case of Agency Dissolution
In case of the agency's dissolution, the Board of Trustees shall designate an

agency to be responsible for the maintenance, access, and protection of client records
within agency-defined policies.
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(CARF Section 1 E. Legal Requirements #1c., e, J.,)
(CARF Section 1 G. Risk Management #3.)

(CARF Section 1 K, Rights of Persons Served #2.)
{CARF Section 2. G. Records of Person Served)
{CARF Saction 4.A. Community Housing and Shelters)

POLICY: CONFIDENTIALITY OF RESIDENTIAL/FAMILY SERVICES
INFORMATION

Every employee, volunteer, and board member of FWBFM is responsible for assuring
confidentiality of residentialffamily services information when communicating with
persons both inside and outside of the agency. This responsibility is defined by
licensing regulations, agency policy, and by legal and ethical standards. Violation of
Residential/family services confidentiality can result in sanctions and legal action
against the agency and individuais.

Procedure:

1, Scope and Definition

In the strict definition, all infarmation about a youth or foster parent should be
considered confidential. This would include name, birthdate, county of origin, case g
specifics, and whether a youth has been served by or is residing or has reslded at the |
agency. Information must be exchanged in the process of serving a youth; however,
this exchange is restricted by the principles of right to know and need to know cartain
information.

2. Privacy vs. Disclosure

Each individual has a personal right to privacy, which is grounded in the Constitution
and extends to minors. However, under general principles of civil liability, there is the
requirement that professionallagencies comply with mandatory reporting laws and
protection of the client and community when the client may be endangered and/or may
be harmful to others. Any staff person who believes a client is in danger of harming self
or others must pass this information on to immediate supervisors and administrators.

3. The agency shall maintain written procedures defining:
e Persons authorized to access confidential client files:
» Release of information, and
* Residential/family services record sscurlty.

4. All personnel shall recelve training in Confidentiality Policy and Procedure during
CORE Orientation and on-the-job training.

The following procedural guidelinas are established to assure the agency’s obligation to

protect the confidentiality of Residential/family services information,
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1. Person Authorized to Receive Information

Case record material and confidential Information regarding a youth, foster parent or
legal guardian may be shared with the following authorized persons:

A. The residential/family services youth, immediate service delivery team,
including employed and contracted professional or clinical personnel;
Agency adminlstrators defined in the line of organizational accountabiity;
l.egal guardian/custodian (including placing agents);

Duly authorized licensing, accreditation, and contract monitoring, and
authorities;

School personnel (limited to educationally relevant information).

Youth shall have access to their case record material with written
authorization of the legal custodian.

G. Foster parents shall have access to their case record material,

mmoooow

2. Release of Information

2.1 Persons outside the agency who inquire about a client are to be referred to
the social worker case manager, clinician, or supervisor who is responsible
for that youth;

2.2 Information about youth is to be released only by specifically authorized
personnel and only with prior written authorization from the legally competent
adult client or from the legal guardian/custodian of a minor client (except
where mandated by taw or judicial action):

2.3 The identity (name) of a youth will not be released to unauthorized persons;

2.4 The agency will release only that information which an authorized individual
has a need and right to know;

2.5 Release of information forms must be time-limited, must identify the specific
information to be released, and the person/agency authorized to recsive the
information;

2.6 Release of information must be signed by the person holding legal custody of
the client.

2.7 Releass of information forms will be retained in the youth case file and will
document the date of release.

3. Client Record Security
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3.1 Only authorized persons (as specified in item 1, above) will have access to
case files; persons having access (other than immediately involved case
personnel) are required to sign the case record access form maintained as
part of the case file:

3.2 Youth files are stored ih locked fire-resistant cabinets or vauits accessible
only to authorized personnel:

3.3 Youth files may not be removed from agency facilities unless required to he
at CFTM'’s or court proceedings;

3.4 Access to computerized youth data is protected by policy;
3.5 Retention of case files is defined by policy.
4. Preventing “Accidental Disclosure”

4.1 Personnel should assure privacy of discussions about youth:

4.2 Personnel should assure that documents (client data, case documentation,
logs, critical incident reports, etc.) are securely stored, confidentially
forwarded, and not removed from agency facilities;

4.3 Case recording/dictation on a given youth should not reference another youth
in an identifiable manner.

5. Other Client Protections

5.1 ldentifying information about youth is not to be released for Public Relations
purposes without written authorization from the youth and the
guardian/custodian and then only if it directly benefits that youth;

5.2 Pictures of youth will be used only when the youth and the
guardian/custodian have given writfen authorization, and only when the
material released does not reflect negatively on the youth;

3.3 In the event of a media inquiry involving confidential information regarding
persons served by the agency, all such inquiries will be directed to the
Director of Development, or the Administrator, or the CEO/PCLIENT. These
are the only parties who can release specific client information to the media,
and these persons are likewise bound by the responsibility to safeguard the
privacy rights of persons served.

5.4 If a youth elects to speak to the media, staff will explain the agency's
confidentiality policy, obtain a signed statement from the youith that he/she
has been informed of and understands the confidential nature of certain
information. The agency will obtain a signed release from the youth
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discharging the agency from liability in the event that confidential information
is voluntarily or inadvertently disclosed.

5.5 When speaking to others about the programs and services of the agency,
personnel shali be sensitive to the needs of the youth and youth groups for
privacy and dignity, and shall present the programs in a way that does not
cause embarrassment for the youth and their families;

a. Staff must be careful to not disclose information about a youth to that youth when
the information could be potentially damaging to his/her psychalogical weifare;

b. Personne! must avoid the youth’s appeal for a commitment to keep revealed
information confidential; the youth’s social worker or area supervisor should be
informed immediately of information related to potential harm to the youth or others.

§  Third-party request for information

FWBFM does not release any information to a third party without written consent. This
document should be completed by both youth/guardian and the third party, who is
wishing the information to be released to.

FWBFM can offer a Release of Information to be filled out completely by youth/guardian
and third-party requestor.

FWBFM reserves the right to request further information before releasing any
information, if it deems necessary.

8. Social Media Policy

FWB Family Ministries actively uses various social media outlets (Facebook, Twitter,
efc.). Administrative privileges are given to the CEQO/PRESIDENT assistant and the
Development DEPARTMENT. Social Media's will be monitored and the proper security
settings will be placed by those with Administrator privileges.
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{CARF Sectlon 1 K. Rights of Persons Served #2.)

POLIGY: COURT-ORDERED RECORD/INFORMATION RELEASE

Agency staff may periodically receive subpoenas to testify in court regarding client
cases (past or present), or otherwise receive subpoenas or legal requests for oral or
written information. The agency may find itself in conflicting situations when it comes to
safeguarding confidentiality of client information, working for the best interests of the
client, meeting obligations to parent/guardian/or custodian, and responsibiliies to the
community. To balance these potentially conflicting responsibilities and to assure that
the agency meets its legal obligations, the following procedures should be followed,

Procedure:

1. Case Review

At any time that it appears a case is moving toward court involvement: a written
memo is to be forwarded to the Administrator. This memo should summarize the
pertinent facts of the case and the question for judicial review. It will then be
determined whether an administrative case review conference is to be

scheduled. (This procedure is not necessary in cases of routine foster care
review or routine adoption hearings.)

2. Recordlinformation Release

Material (oral or written) may be released only when the following conditions
have been met;

A. Witten authorization for release is obtained from a legally competent adult
client or from the parent/custodian of a minor client or a written court order
has been received:

B. There is clear documentation in the case record indicating what was released
to whom, and with accompanying signed authorization or order;

C. In the event that only records are subpoenaed, they shall be copied, sealed
and sent to the court.

3. Legal Consuitation

The Executive Administrator or the CEO/PRESIDENT will seek legal consultation

as needed on a case fo case basis to assure that procedures are consistent with
legal requirements.






