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Attachment A1​ - Sample Policy & Procedures, Section E.2D 

the challenge 

Welcome to LifeBASE!  Here at Immerse, we are serious about success, your success.  Our hope is that 
the time you spend with us will help you take steps to becoming the person you want to be and living life 
to the fullest. 

You may have already realized that you are facing one of the most difficult challenges you’ve faced so far 
in your life.  If you’re in the process of exiting foster care, you have probably noticed that you have more 
responsibilities than you did in the past.  We all enter adulthood in different ways, but one thing we have 
in common is that we must learn to care for ourselves and to be our own boss.  The days of someone 
telling you when to get out of bed, when to wash your clothes and what to eat will soon be over.  To be 
successful, we must teach ourselves what is best for us.  We go from relying on others, to leading 
ourselves as best we know how. If you’re reading this, we believe that you are up to the challenge. 

Welcome to adulthood! 

At IA, we see our role as that of a coach or maybe even an orchestra director.  You’ll never see a coach 
play in a game and you’ll never see the orchestra leader pick up an instrument. They’re always on the 
sidelines or in the pit constantly encouraging those they believe in.  In the same fashion, we won’t play 
the game of life for you, but we will coach you to be successful.   Your agreement to participate in 
LifeBASE is an agreement to be coached and to give it your best effort.  As we work together, we think 
you’ll be surprised at just how successful you can be. 

Are you ready? 
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Attachment A1​ - Sample Policy & Procedures, Section E.2D 
 

how it works  
the foundation 

  
This is a great time of life. There is so much to explore, so many people to meet, new ideas to learn, new 
adventures to be had, and big goals to chase. 
 
We’re with you in this, and we want to see your goals realized. We love big goals and dreams and have 
seen many young people achieve things they never thought possible.  
 
Our hope is that in a few short years, you’ll look over your shoulder and wonder how you made it so far. 
It’s not easy, but with the support of people who care about you, some hard work, we’re here to partner 
with you to lay a foundation for a great life.  
 

We have found that if young adults take the time to invest in 4 key areas of their ​LIFE​, they can 
overcome all kinds of obstacles and challenges. While you’re in LifeBASE, we’ll partner with you to build 
your foundation in these four areas: 
 
 

Strengthening your well-​B​eing 

   Getting or maintaining a connection to ​A​t least one caring adult 

        Securing your own ​S​afe and stable housing 

 Increasing your ​E​arning potential  
 
These goals are easy to say, but each of them are hard-earned. They can include some great things like 
getting into college, learning a trade, getting a car, or finding a great job. These are all building blocks that 
create a BASE for you to lead a meaningful life.  
 
We have already laid out some of the tasks for you to show progress in these areas, but some of you will 
determine with your LifeBASE Coach. You are unique and we want to make sure that your Plan reflects 
your unique design. 
 
The next few pages will describe a little bit more about what you can expect while in LifeBASE.​  
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Attachment A1​ - Sample Policy & Procedures, Section E.2D 

 

making progress 

This phase will likely take 6-9 months. While the majority of tasks in this phase can be checked off as 
soon as you like or take as long as you need within that 6-9 month window, there is a bare minimum of 
activity we expect of you each and every week. We believe that these activities are fundamental to your 
success and are therefore non-negotiable. Since you’re just getting started, we’ll give you 3 weeks before 
non-compliance will earn infractions. 
 
An example of weekly expectations are as follows: 
 
EXPECTATIONS  POINT VALUE 
1. Communicate with your mentor (in-person, phone call, etc.) 1 
2. Attend weekly religious or civic group meetings 1 
3. Attend weekly OC Gatherings 1 
4. Call your caseworker 1 
5. Attend your weekly RA meeting 1 
6. Meet with your LifeBASE Coach 2 
7. Do something full-time 

+ enroll full-time in school (includes GED classes,  
or 12 or more hours in a career training school or college) OR 

+ work 32 hours a week OR 
+ submit at least 3 job applications per day AND volunteer 20 hours a week OR 
+ any combination of the above activities that equal 32 hours per week 

 

3 

POSSIBLE TOTAL 10* 
 
*To be considered “in good standing,” you must score at least 9 out of 10 for the week.  Neglecting to score 9 points 
means we need to discuss what should change in order for you to continue working on becoming successful. 
Continually neglecting to hit 9 out of 10 will lead to a write-up (see page 28). 
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Attachment A1​ - Sample Policy & Procedures, Section E.2D 
 

 
your rights 

 
 
 
These are your rights while in LifeBASE.  A “right” is treatment or behavior which is just, morally good, 
legal, proper, or fitting. 
 
If you have any questions regarding these rights, ask your LifeBASE Coach or Resident Assistant to 
explain your rights. 
 

1. you have the right to be treated with respect, dignity, and compassion. 
2. you have the right to freedom from neglect, abuse, or exploitation. 
3. you have the right to know your rights and responsibilities as a resident of LifeBASE. 
4. you have the right to be treated as an adult. 
5. you have the right to ask questions and expect answers within a reasonable timeframe. 
6. you have the right to live in safety in your home. 
7. you have the right to socialize and participate in recreational activities with other participants as 

defined by the house rules. 
8. you have the right to make suggestions. 
9. you have the right to know and be well informed about services, and/or programs offered by 

Immerse Arkansas. 
10. you have the right to make a written grievance if you have a problem or complaint. 
11. you have the right to know Immerse Arkansas’s organizational structure in order to be aware of, 

and be able to follow the lines of authority and accountability within Immerse. 
12. you have the right to refuse or terminate participation at Immerse prior to your scheduled 

completion. 
13. your records and any issues discussed are confidential and cannot be released to anyone without 

your permission – unless court ordered. 
 
These are your rights associated with being in LifeBASE.  Please make sure you understand them.  If 
something is unclear, please ask for further explanation.  
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Attachment A1​ - Sample Policy & Procedures, Section E.2D 

roommate bill of rights 
 

 
1. The right to read and study free from undue interference in one's room. Unreasonable noise and 

other distractions inhibit the exercise of this right. 
 

2. The right to sleep without undue disturbance from noise or a roommate, etc. 
 

3. The right to expect that a roommate will respect one's personal belongings. 
 

4. The right to a clean environment in which to live. 
 

5. The right to free access to one's room and facilities without pressure from a roommate. 
 

6. The right to personal privacy. 
 

7. The right to address grievances.  Immerse staff is available for assistance in settling conflicts. 
 

8. The right to be free from intimidation, physical, or emotional harm.  
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Attachment A1​ - Sample Policy & Procedures, Section E.2D 
 

your responsibilities 
 

 
With rights come responsibilities.  Knowledge of your rights + taking responsibility for your actions = 
success! 
 
To be responsible means to be trustworthy and accountable for your actions.  When a person is choosing 
or behaving responsibly, she/he does three things: 
 

1. Identifies the impact (positive or negative) that accompanies each choice or action. 
2. Accepts the impact as part of making the choice or taking the action. 
3. Considers the impact the choice or action will have on themselves and others. 

 
The “responsibility” to do something often means that person has an “obligation” to make a certain choice 
or to take a certain action. 
 
As a young adult part of LifeBASE, your responsibilities are as follows: 
 

1. To act responsibly at home, school, and in the community. 
2. Be an active participant by: 

+ asking questions to appropriate people when you do not know or understand. 
+ making informed decisions. 
+ advising LifeBASE staff of any changes, issues, or events you are involved in. 
+ participating in scheduled activities. 
+ maintaining a neat, odor free, and orderly home (this includes your surroundings as well 

as attention to your personal hygiene). 
3. Maintain the safety of your home by: 

+ adhering to safety practices defined by LifeBASE. 
+ immediately advising LifeBASE staff of any potentially unsafe situations you are aware of, 

or involved in. 
4. Keep all scheduled appointments. 
5. Maintain a personal calendar. 
6. Follow expectations discussed with​ you ​and as outlined in this handbook​. 
7. Actively participate in creating your LifeBASE plan. Your Coach, RA, Mentor, and others from 

your support network may also participate.  
8. Attempt to resolve disagreements or disputes in a peaceful, courteous manner. 
9. If conflicts or issues are unresolved, you have a responsibility to bring your concerns to the 

attention of appropriate LifeBASE staff. 
10. If an issue remains after speaking with a staff member, you have the responsibility to attempt to 

resolve the conflict or issue by following the LifeBASE chain of command.​You may also file a 
grievance. If you need help in completing a grievance, there will be someone that can help you 
with this. 

11. Finally, you have a responsibility to yourself to complete your LifeBASE plan.  If you choose to 
terminate your chosen success track prior to its scheduled completion, you are responsible for 
discussing your decision with LifeBASE staff.  
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Attachment A1​ - Sample Policy & Procedures, Section E.2D 

infractions & guardrails 
We all need people on our team who give us honest feedback. Remember the story of the Emperor with 
no clothes? In LifeBASE, we have set up some basic guardrails that are designed to help you achieve 
your goals. These infractions and consequences have been developed to let you know when you’re 
veering off into a direction that has unsafe potential for you or your housemates. 

MINOR INFRACTION: 
+ violation of daytime/ late night safety hours policy 
+ violation of visitor policy 
+ use of roommate’s property without permission 
+ disrespect toward other youth, volunteers, or staff 
+ missing mandatory scheduled meetings with LifeBASE Coach, RA, etc. 

CONSEQUENCES: 
+ if warranted, you’ll be asked to meet with and seek restoration with the person harmed or 

disrespected 
+ minor infractions will be addressed during LifeBASE Coach meetings 
+ continued violation of late night policy will result in a major infraction 
+ four or more minor infractions in one month will be considered a major infraction and jeopardize 

your residency status 

MAJOR INFRACTION:
+ physical aggression toward other youth, volunteers, staff, or community 
+ possession of weapons 
+ stealing 
+ sexual activities on premises 
+ smoking in your apartment/home 
+ distribution or sharing of pornographic materials 
+ property damage 
+ verbal assault or threat of violence 
+ continuous defiance/disrespect 
+ possession and/or use of alcohol or drugs on Immerse property 
+ breaking any federal, state, or local laws including curfew ordinances if applicable 

CONSEQUENCES: 
+ major infractions may jeopardize your housing 
+ up to a 30-day probationary period 
+ public letter of apology read at house meeting 
+ further consequences may be assigned at LifeBASE Coach’s discretion 

NOTES: 
+ every 30 days, the slate is wiped clean if you have followed through with the course of action 

implemented to resolve the infraction.  
+ residency status may be revoked or suspended if you have more than four minor infractions or 

another major infraction while on probationary status. 

[This document is an excerpt from IA’s LifeBASE Youth Handbook.  The full handbook may be 
made available upon request.] 

Policy 301.9 Youth Handbook ​ | Written Rules of Contact & Consequences 

7



Attachment A2 – ​Sample Policy & Procedures, Section E.2D 

Transportation for Residents: ​102.6.Driving Records Policy 

Immerse requires all prospective employees/staff, volunteers, mentors, host families, 

sponsors, student interns, and other individuals who may drive youth or use company or personal 

vehicles in the course of their job duties to undergo a Driving Record​s​ Check from the State of 

Arkansas Department of Finance and Administration Drivers Services. Driving records will be 

updated every two (2) years for those transporting youth.  Immerse employees/staff, volunteers, 

mentors, host families, sponsors, student interns, and other individuals who may drive youth or 

use company or personal vehicles in the course of their role are responsible for reporting all 

citations received during the two-year period by completing the Driving Violation Report Form 

and returning it to the Executive or Director of Programs. In the event the nature of a citation 

endangers youth or the reputation of Immerse Arkansas, the Executive Director and/or Board of 

Directors will discuss and implement a corrective action plan. Citations will be kept in their 

respective file, with a corrective action plan (and verification of completion) for the purposes of 

youth safety.  Those with corrective actions plans will be tracked for compliance and kept in a 

file for periodic review and verification. Some citations will not be possible to reconcile with a 

corrective action plan (specifically those that pose serious risk to those being transported). 

Any unreported driving citation may require immediate corrective action. Corrective 

action may range from verbal/written warnings to suspension of being able to provide 

transportation to termination. 

Immerse has at least one vehicle available to transport youth as needed. It is not within 

the scope of Immerse to routinely transport youth.  Rather, it is the expectation that youth 
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Attachment A2 – ​Sample Policy & Procedures, Section E.2D 

(without their own vehicle) learn to use public transportation to increase their independent living 

skills.  

Immerse’s vehicle shall not be used for personal use.  Any vehicle used to transport youth 

shall be in safe working condition and maintained in compliance with motor vehicle laws (i.e., 

seat belts, no smoking), with necessary insurance coverage with a copy on file in the office.  

Youth transported by Immerse staff, volunteers, mentors, host families, sponsors, student 

interns, and other individuals must have a valid driver’s license with proof of current insurance 

on file.  Children of youth must be transported according to Arkansas law, including, but not 

limited to, use of safety belts, child safety seats, and smoking restrictions. 

Immerse staff, volunteers, mentors, host families, sponsors, student interns, and other 

individuals with 9 or more points, shall not be permitted to transport Immerse youth. Immerse 

staff shall not be permitted to drive Immerse vehicles with 9 or more points. Depending on the 

why the points were received, it may be possible for Immerse staff, volunteers, mentors, host 

families, sponsors, student interns or others to take a defensive driving course to lower points, 

though some offenses will be prohibitive (i.e., excessive speed, DWI/DUI, etc.). 
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Attachment A3​ ​– ​Sample Policy & Procedures, Section E.2D 

Medication Management Policy: 

Youth who are prescribed psychotropic Medication will be assessed for Immerse fit. 

Determining the fit includes youth’s history of medication administration compliance, stability, 

date of last suicidal or homicidal ideation, gesture, or plan, adherence to a safety and 

supervision plan, overall progress in outpatient counseling, conduct in school or school setting, 

and etc. 

Immerse is not equipped to dispense medications. If a youth needs close monitoring to 

ensure medication compliance, the youth may not be a good fit for Immerse. At a minimum the 

youth may store their medication in a locked cabinet at Immerse, carrying a week’s worth of 

medication at a time.  However, the youth will be the one to place the medication in the 

container and then return the medication to the locked cabinet. This will however require a 

written plan for medication documenting how the youth will be able to maintain compliance with 

medication, while at the same time be able to practice the necessary independent living skills of 

medication management according to their developmental age and stage. Those youth that are 

unable to manage their meds according to this manner may not be viable candidates for Immerse 

programs. Youth will be given a medication management form to complete to assist in the 

process of tracking medication administration.  Medications will be stored in the locked 

bedroom of the youth so that medications are not readily available to other youth in 

housing/apartment living. 

[This is an excerpt from 103.1.2 Plan for Health Care and Medication Administration, Page 4.] 
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Attachment A4 – ​Sample Policy & Procedures, Section E.2D 

Flexible Planned Absence Policy: 

What: Late-Night Policy 

Reason: As adults, youth are expected to learn to live life and manage time. This includes getting 
enough sleep to be able to get up on time, go to work and arrive on time, and to be 
productive for school or work. 

When: Youth are expected to be home and in bed each night, unless another plan has been 
developed. 

How: Late night policy is determined in part by the youth (and their team).  Immerse has 
found that the need for sleep varies some by youth in Immerse Housing. Generally 
speaking, 11:00 pm on weekdays (Sunday – Thursday) and 1:00 am on weekends 
(Friday – Saturday) has worked well and given youth sufficient time to rest and to be 
able to plan for the next day. Exceptions to this policy can be made on a case by case 
basis depending on the program the youth is enrolled in and his/her team.  Generally,
the policy is as follows: 

Level 1 Notify Coach/RA or Roommate you will be out by an agreed upon time 
frame. We do ask that a time is established where the RA generally 
knows when to expect you. This is not to keep “tabs” or “get in” your 
“business” but to establish a baseline for when the RA should become 
concerned if he/she hasn’t heard from the youth or received a text 
message indicating he/she will be out all night. This helps to promote 
safety and stability. 

Level 2 Obtain approval from Coach or RA (AKA “the team”) you will be out. 
This is not to keep “tabs” or “get in” your “business” but to establish a 
baseline for when the RA should become concerned if he/she hasn’t 
heard from the youth or received texts about afternoon or evening 
plans. This helps to promote safety and stability. 

All Others Requires notification of Coach or RA the night or nights (no more than 
two consecutive nights in a week). ​If a youth is out on a Saturday night 
and a Sunday night, and then a new week begins on Monday night, so 
 the youth decides to stay out on Monday night and Tuesday night, 
saying there will be no more nights out until the following week. This will 
also need to be approved. It is not to say this will not be permitted, but 
we want to ensure there is good communication among all.  For 
example, if the youth is in school or working, we want to be sure the 
youth has thought about how this could impact school attendance or 
work schedule and the follow through with their responsibilities.

Sharing an apartment and living in community means that others are 
concerned about your well-being.  

Policy 301.5 Late Night ​| Flexible Planned Absence Policies 

11



Attachment A4 – ​Sample Policy & Procedures, Section E.2D 

FAQ’s: 1. What if I get in at 3:00am?

Response:  If a youth will be out after their established time to be home, they must notify their 
roommate and RA prior to ​**​_________ pm.  Those who are home late and do not 
notify their RA and roommate will receive a minor infraction. ​**​the time is individualized 
to the youth/house/program. 

2. What if I am out after hours/late without notifying my RA and roommate more than
once? 

Response: Continued infraction of the Late-Night Policy may jeopardize the youth’s status is housing. 

General Guidelines 

1. During the first two (2) weeks upon moving into housing, each youth will have safety hours
beginning at 9:30 pm.  ​Under special circumstances this may be modified, as we strive to
individualize expectations by youth as much as possible.

2. On the third week in housing, youth safety hours begin at 11:00 pm, Sunday through Thursday; and
1:00 am Friday through Saturday.  Youth are expected to call their RA by _​9:30_​ pm if they are going
to be late. ​The time the RA is contacted may vary by RA, House, or program placement. More
information can be provided when going over the guidelines for housing with the RA/Coach (AKA
team)

3. At the beginning of the third month, youth have the option to stay out over night for up to two days
a week provided the following are met:

a. The youth informs the RA by _​9:30​_ pm.  The RA notifies the Coach.  ​The time the RA is
contacted may vary by RA, House, or program placement. More information can be provided
when going over the guidelines for housing with the RA/Coach (AKA team)

b. Provide contact information (i.e., name, address phone number, with whom, for safety
purposes).

c. Youth who call and establish a return-home time but return after that time or stay out all
night will be considered in violation of the late-night policy and follow up measures will be
taken.

4. The late-night policy is designed for safety. In the event this policy is abused, additional steps may
be taken, and changes individualized by youth.

5. For this policy to be effective and help to create an environment with clear boundaries and
consistency, follow-through is important.

6. Immerse strives to provide individualized support, based on the youth’s needs. Three (3) youth are
placed in the same house, but each youth may have slightly to very different expectations.  Concerns
may be addressed with the RA, coach or team.

7. Youth are out of shared housing during the hours of 10:00 am – 3:00 pm. There are
exceptions to this scheduled. Exceptions are discussed with the coach. The youth is
expected to do one or more of the following up to 32 hours a week:

a. Employment
b. School/GED/Secondary or Higher Education
c. Volunteer Work
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Attachment A5 – ​Sample Policy & Procedures, Section E.2D 

Emergency/Disaster Preparedness: 

An Emergency Preparedness Plan has been developed to address emergency situations 

that may occur at the following locations: *5300 Asher, *5304 Asher, *1901 S. Taylor, 1801 

Fair Park, *1804 Fair Park, 4904 Lafayette, *202-1 N. Taylor, *202-2 N. Taylor, *202-3 N. 

Taylor,  *206 N Taylor 2, *206 N Taylor 3 *5806 B St 1B, 2A, *5815 C St 1C, and 4201 1/2 W 

21st St (apt A). [Addresses marked with an asterix (*) are addresses included in this contract 

between IA and DCFS.] 

Provisions have been made for the following situations: Fire, Medical Incident 

Emergency, Fire or Explosion, Power Outage/Evacuation, Criminal Activity or Violence, Bomb 

Threat, Suspicious Package, Severe Weather, Tornado, Inclement Weather, Heat Wave, and 

Active Shooter. [A fuller Emergency Preparedness Plan for each of the specific situations listed 

above is available upon request.]  

It may or may not be necessary to vacate a specific area during an emergency event. 

Individuals in the area may be directed to remain onsite and shut down systems, or they may be 

asked to move to other sectors of the building.  In some events (such as extended power 

outages), evacuations are not necessary unless the event has generated a hazardous materials 

event or immediate health and safety risk.  In limited emergencies, wait for evacuation 

instructions.  Regardless of the type of emergency, the following process shall be followed when 

evacuating: 

Implementing an Evacuation 

● Remain calm

● Lead staff or RA shall assist with the evacuation process
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Attachment A5 – ​Sample Policy & Procedures, Section E.2D 

● Communicate clearly:

o We have a __________ emergency

o We are to evacuate to _________________

● Gather Emergency Bag and sign in log (if applicable)

● Take necessary personal items (i.e., purse, phone, wallet; umbrella/poncho if raining;

coat/blanket if cold)

● Assist persons with disabilities (See details for assisting persons with disabilities below)

● Check offices, rooms, and restrooms

● Turn equipment off, if possible

● Close doors, but do not lock them

● Gather at the evacuation site and await instructions

● Account for youth/staff/volunteers by reviewing sign-in log or census for housing

Evacuation Procedures 

● Turn equipment off, if possible

● Quickly shutdown any hazardous operations or processes and render them safe (i.e.,

cooking in kitchen)

● Critical emergency coordination staff must follow the Immerse Arkansas Emergency

Plan.

● Notify others in the area if they did not hear the evacuation announcement/alarm

● Take Emergency Bag (i.e., First Aid Kit) and sign in log

● Exit the area and

o Take jackets/items needed for protection from the weather
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14



Attachment A5 – ​Sample Policy & Procedures, Section E.2D 

o If you are away from your office/workstation when the alarm sounds exit the

building immediately

● If you are unable to leave the building due to a physical disability or inability to access

the exit,

o Go to the nearest area where there are no hazards.

o Use a telephone to call Emergency Services at 911

o Provide your location so help can be received

● Exit the building via the nearest safe exit route.  Walk, do not run.

● Move away from the building, report to designated evacuation point and meet with other

persons from the unit or building.  Report any missing or trapped people to the

emergency responders.

● Keep existing groups together

● Account for youth/staff/volunteers by reviewing sign-in log at evacuation point

● Wait at evacuation point for directions

● Do not reenter the building until emergency staff gives the "all clear" signal

Evacuation of Persons with Disabilities 

Be aware that youth/staff/volunteers with "hidden" disabilities (arthritis, cardiac 

conditions, back problems, learning disabilities, etc.) may need individual assistance. Use the 

following list to assist both helpers and disabled persons. Use a “Safety in 2s” system naming 

who is responsible for whom.  

Those with Visual Impairments 

● Announce the type of emergency

Policy 101.12.1 Emergency Preparedness ​| Emergency/ Disaster Preparedness 

15



Attachment A5 – ​Sample Policy & Procedures, Section E.2D 

● Offer your arm for guidance

● Tell the person where you are going, obstacles you encounter

● When you reach safety, ask if further help is needed

 Those with Hearing Limitations 

● Turn lights on/off to gain the person’s attention

● Indicate directions with gestures, or

● Show evacuation directions

 Those Using Walking Aids 

● Evacuate individuals as injured persons (with wheelchair or office chair with wheels of

wheel chair is not available)

● Assist and accompany to evacuation site if possible

Those Using Wheel Chairs 

● Exit without help unless help is necessary

After An Emergency 

After an emergency, the focus will be on the youth/staff/volunteers that were in the 

emergency and the resumption of program operation.  Once the safety and security of 

youth/staff/volunteers of those involved has been confirmed, and emergency conditions have 

abated, administration will assemble a team to resume program operation.  All 

youth/staff/volunteers will be provided with timely and accurate answers to their questions about 

program operation, safety of the site, and access.  The Executive Director or Facilities Director 

will coordinate the resumption of operations.  

Specific Procedures for Documentation 
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Attachment A5 – ​Sample Policy & Procedures, Section E.2D 

Documenting the events/incident will be a key aspect in ensuring all elements of the 

events/incident have been addressed.  

In order to assess the emergency’s impact on the physical building and operations, the 

following information will be gathered:  

● Extent of physical damage to the building/equipment; photographs or videotape will be

taken of the building and equipment damage before any repairs are made or areas are

cleaned.

● Personnel issues

● Need for facilities, equipment, personnel, or other resources that will expedite program

operations

● Specific plans will be developed based on needs assessed

  The Drill Schedule is developed annually and is done according to the following schedule: 

Fire Drill Monthly or when new youth move in or staff are hired. 

Evacuation Drill Quarterly or when new youth move in or or staff are hired. 

Active Shooter 

Drill 

Bi-annually or when new youth move in or staff are hired. 

Notification of Emergency 

The Executive Director, Operations Manager, Director of Programs, or Assistant Director 

of Programs will assume responsibility for notifying staff of the emergency. IA will post 

information regarding the specific emergency on the web site.  The Executive Director, 

Policy 101.12.1 Emergency Preparedness ​| Emergency/ Disaster Preparedness 
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Operations Manager, Director of Programs, or Assistant Director of Programs will in turn notify 

the Coach/RA’s, who will in turn notify the youth.  

IA monitors the weather during seasons where there is risk of severe or dangerous 

weather. IA Staff uses Checklists distributed through Red Cross to ensure there is ample 

preparation for a weather event (please see attachments). Staff will have access to the Red Cross 

App and FEMA App to have information available at their fingertips. There is also a printed 

copy of the information in the event of a power outage. 

IA adheres to the Arkansas Minimum ​Licensing ​ Standards for ​Child Welfare​ Agencies 

in all aspects of the standards as they pertain to ensuring the safety, stability, permanency, and 

well-being for youth served. 

Policy 101.12.1 Emergency Preparedness ​| Emergency/ Disaster Preparedness 
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Crisis Intervention Procedures: 

Immerse Arkansas On Call - ​An on-call procedure is established to create a process for 

responding quickly, timely, and efficiently to emergencies and crises, after hours, for youth 

supported through Immerse Arkansas.  Immerse Arkansas’ on-call is set up based on whether 

youth are supported through shared housing (and apartments) or through street outreach. Both 

programs have policies and procedures for the respective programs related to the on-call process. 

This policy addresses specifics on staff’s expectations on how on-call is managed.  

Lifebase/Shared Housing​: 

When youth are admitted to Immerse Arkansas though Lifebase, s/he receives the on-call 

emergency number, the number of their coach, and the number of the Lifebase Director.  Youth 

are informed about how afterhours or emergencies are managed [501.404.9891].  This telephone 

number is for the expressed purpose of contacting the afterhours on call worker.  A diagram of 

the on-call process is included in the information related to on call.  It is the expectation youth 

will have already tried to speak with their Resident Assistant (RA) prior to calling the after hours 

number.  

Youth are informed the number is for ​ emergencies only​, such as: serious medical issues, 

injury to resident, suspicious visitor, fire issues, abandonment, threats, property damage, surprise 

visits from DCFS or other organizations, suicide statement/gesture, lack of staff attendance, 

suspected substance abuse, sexual acting out, police contact, etc.  There may be other 

emergencies that are not listed.  In such cases that merit police contact youth should call the 

police first, then RA, then Immerse (after 5) number [501-404-9891]. 

 Emergencies or crises are defined, but not limited to: 

Policy 102.9.0 On-Call and Crisis Management ​| Crisis Intervention Procedures 
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● mental health crises

● risk and threats regarding self-harm/suicide

● risk and threats to harm someone else

● injury to a youth or anyone on Immerse Arkansas premises

● death of a youth or anyone on Immerse Arkansas premises

● other issues regarding the immediate health and safety of Immerse Arkansas participants

or anyone else on Immerse Arkansas premises...

Times and Frequency of On-Call Duties 

● The on-call staff person (for either program) is responsible for responding to calls on the

respective telephone they are covering.  It is also expected the calls are answered from

5:00 pm – 8:00 am Monday-Friday, all day Saturday and Sunday, and holidays including

emergencies and crises. Staff should be answering the phone within three (3) rings of the

telephone.

● It is understood that there will be times when a call may go to voicemail due to the nature

of receiving calls at various ties of day or night. It is expected to be a rarity when the

caller does not get to talk with a live person.

● Whether Lifebase or Street Outreach, each full-time, program staff person will be on-call

on a rotating basis. This will be as follows:

Lifebase (on call once every 5 weeks) Street Outreach (on call once a month)

Lifebase Director OC Director 

Coaches (3 Lifebase Coaches) Coaches (2 Street Outreaches) 

Clinical Coach             OC Assistant 
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● The Director of Programs is available at all times for clinical or general consultation for

those who are on call. The Trauma Specialist assists in the Director of Program’s

absence.

● No individual will be required to be on call for two weeks in a row

● Staff respond to calls to the respective on-call number during the day as well as “after

hours.” After hours is defined as any time from 5pm-8am Monday-Friday, all day

Saturday and Sunday, any holidays, and inclement weather day.

On-Call Protocol for Youth in Housing 

● If a situation arises that requires immediate attention, especially involving threats to the

safety of oneself or others, the Resident Assistant (RA) should first call 911, then the

on-call staff person

● When in doubt, the RA calls the on-call number

● The RA is the first responder to situations that occur in the residence after hours. Should

the RA determine the situation does not constitute an emergency or crisis, the incident

can be addressed the following day. There must be documentation that reflects the

rationale for the decision made with the appropriate documentation reflecting such. In the

even there are concerns, the RA is expected to call the on-call staff and de-brief to ensure

the practical and safest solution has been reached for the youth experiencing the crisis.

When in doubt the concerns should be staffed with the on-call staff member

● The RA may call the on-call number to ask the on-call staff person for a needs

assessment. The staff member on call will go to the house, in the event assistance is
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needed. Clinical assistance may also be requested when mental health issues are a 

concern  

● On-call staff are required to respond (in person) to a situation where the RA has

determined immediate attention is needed. In the event of a safety concern (toward self or

towards others), the appropriate action must be taken to ensure the safety of those at

potential risk.  It is expected that the Director of Programs is called to ensure necessary

clinical measures have been taken for the sake of safety (for the youth, other youth in the

house or apartment). An independent assessment may be conducted, but the necessary

documentation must be entered into the ETO in real time due to this being a crisis

situation.

● For youth that have threatened harm (i.e., harm to self, harm, to others, threats, suicidal

ideation with plan), the Director of Programs must be called.

● If there are doubts regarding the best course of action for the youth, questions regarding

safety and well-being should be directed to the Director of Programs.

● There are times when emergencies and/or crises may be resolved over the phone. If the

on-call staff person has determined a situation has diffused and can be safely addressed

the following morning or following business day, then no in-person presence is required.

Some events may require the on-call person to be physically present. If there is an issue

of safety/harm to self or others), this must be addressed rather than being left for the

following day.  When in doubt which course of action to take, the Director of Programs

must be contacted.

● Calls are documented on the On-Call Log and submitted at the end of the on-call.
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● This does not negate the need to make a telephone call to notify the appropriate

staff, to send an email, or document according to policy.

● When staff receive a call while on call, the documentation must be entered in

immediately or no later than the morning after the emergency call.

● Steps taken to address a situation must be documented in the youth’s chart in the

ETO, using the appropriate note for documentation. Calls received afterhours

should be documented on the following note:

● On Call Contact Note

● The On Call Log is submitted to the Director of Programs for review at the end of call,

though notification of the call or incident should be made at the time or according to the

documentation policy.

● Calls that pose a danger to self or other should be staffed with the Director of Programs

in real time – this is not a situation that should wait until the next day

● On-call staff are not to consume alcohol or medications that could impair judgement and

decision-making abilities while on-call

● On-call staff must be able to respond in person if necessary within the hour the call was

received...

Clinical Responsibilities 

The Director of Programs is a Master’s Level, Licensed Mental Health Professional, Licensed in 

the State of Arkansas.  It is the Director of Programs, the Trauma Specialist in her absence, that 

provides clinical oversight of the on-call procedure.  The Director of Programs manages crisis 

situations through on call. 
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Immerse Arkansas  
Youth Grievance Policy 

Overview 

Immerse staff values relationships: believing relationships are where healing takes place. Immerse also 
values the importance of each youth being in the driver’s seat for decision making when it comes to 
their life. Immerse works to establish a safe (which includes both felt safety and physical safety) and 
welcoming environment where each youth is valued for their individual uniqueness and where they 
know their voice matters. IA desires for all youth to be treated with dignity and respect. 

In any environment in which people regularly interact, conflicts, complaints, and concerns may arise. 
These issues may be between youth staying in transitional housing with IA staff, Host Family, volunteers, 
mentors, RAs or interns regarding specific program policies or expectations. This grievance procedure is 
in place to ensure that you have a process to formally log a complaint or concern, be heard, and have an 
opportunity for resolution.  

A youth who seeks resolution of a concern/complaint, in good faith, actively participates in the 
grievance process, is viewed as someone who is finding their voice and learning to advocate for 
themselves.  

During the grievance process youth have the right: 
● To have their grievances taken seriously and considered in a fair, timely, and impartial manner
● To privacy in all related correspondence (written and verbal, including e-mail), and to have their

confidentiality thoroughly protected
● To receive copies of all documentation related to their grievance (written and audio)
● To be assured that you will not be discharged or otherwise refused assistance solely based on

engaging in any part the grievance process

When a youth’s concern involves another youth, the youth may request  an Immerse staff member, In 
the event a youth felt uncomfortable addressing the concern with whom they have the issue. In that 
event, the youth may request the presence of their coach or the supervisor of the coach (in the event 
the concern is with the coach). 

Purpose  

The purpose of the Youth Grievance Policy is to ensure an easy process is in place for youth to make a 
formal complaint when any or all of the following occur: 

● believes they were wronged or treated unfairly
● believes program expectations or policies have been unfairly applied
● believes they were mistreated by another youth, Immerse staff person, volunteer/mentor

This policy outlines the minimum requirements for making a grievance. 

Policy  

1. All grievances will be taken seriously
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2. All information regarding the youth’s grievance shall be considered confidential and maintained
separately from the youth’s record during the grievance process

3. The grievance should contain a statement involving the complaint, a statement about the
anticipated response, and the date the complaint was made

4. Youth may have a staff member present
5. Youth can request their coach’s supervisor meet with them in the event a grievance involves their

coach
6. The grievance process is time limited
7. If a youth needs assistance in drafting a written grievance, staff will assist in the drafting
8. Filing a grievance indicates other measures have not proven successful in working toward resolution
9. Grievances submitted by a group of youth with the same concern must submit the individual

grievances, on separate forms
10. Grievances pertaining to a serious safety concern will be dealt with immediately. Responses to such

situations may not follow the procedures identified below
11. Upon resolution Upon resolution, a confidential summary of all complaints (with disposition) will be

provided to the Executive Director and Board of Directors no less than quarterly
12. All complaint/grievance forms, investigation documentation, written resolution determination,

summary documentation for performance improvement will be maintained by the
__________________ (including any returned dispositional notices).

 Procedure 

1. If the matter is considered an emergency or poses a significant safety concern the youth should call
911 and then the Immerse On-Call Number. If the youth is in shared housing the RA should be
contact after 911 is called followed by the Immerse In-Call Number. Depending on the severity of
the situation, action may be taken immediately, and a safe resolution will be sought.

2. The Youth obtains and completes the Grievance Form (kept at the information table in the OC),
placing it in Grievance Box once completed

3. The Grievance Box is check at the beginning of each business day by the OC Director or LifeBASE
Director

4. The grievance is reviewed by the director
5. Necessary staff or individuals are interviewed in addition to the youth bringing up the concern
6. The disposition is staffed with their direct supervisor
7. A disposition is reached in 5 business days
8. If a youth does not feel or believe the matter has been successfully resolved, the youth may

resubmit the original concern as well as a statement indicating their additional concern
9. The youth will receive a response within 10 business days
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Leah Williams, LPC 
  |  

SUMMARY OF QUALIFICATIONS 
22 years in mental health field as a licensed counselor working with children, adolescents, and 
adults; 11 years of training and supervision in the human service and mental health field 
combined; 9 of those years as a program manager; Program development for community based 
programming for challenging populations  

EDUCATION 
Bachelor of Social Work 1988 Masters in Rehabilitation Counseling 1991 
Arkansas State University  Arkansas State University 
Jonesboro, AR  Jonesboro, AR 

LICENSURE 
Licensed Associate Counselor 1992  Specialization in Supervision 2006 
Licensed Professional Counselor 1996 Specialization in Technology Assisted 

Counseling and Supervision 2013 

EXPERIENCE (RECENT) 
Director of Programs 
Immerse Arkansas 12/16/2016 – Present 

• Supervises Transitional Coaches and other assigned staff and assists in Mentor Training
• Manages Transitional Living Program and works on licensing for housing
• Establishes on call schedule, participates in on call, clinical backup for on call.
• Develops tools for improving program functioning and application of policies and

procedures and streamlines admission process
Program Manager 
Centers for Youth and Families/Therapeutic Family Homes Program: 2005 – 12/15/2016 
Little Rock, AR 

• Managed Emergency Services (July 2013) and Therapeutic Foster Care (TFC) program
• Supervised contract for Counseling Services (July 2012) and provided therapy services
• Assisted in company’s operation of a therapeutic foster care program for youths with

serious emotional and behavioral problems as well as adolescent sexual offenders
• Conducted Pre-service training for and ongoing training for therapeutic foster parents
• Supervised professional and paraprofessional staff
• Developed tools for improving programmatic functioning and compliance of

performance indicators in conjunction with State Licensing Requirements, Joint
Commission, State Contract Requirements, and FFTA Standards of Practice

Clinical Coordinator  
Centers for Youth and Families/Therapeutic Family Homes Program (TFHP): 2001 – 2005 
Little Rock, AR 

• Served on Level of Care committee for reviewing of all referrals made to TFC to
determine if referrals meet UM Criteria and supervised clinical staff in TFHP. 

• Assisted in training of Therapeutic/Treatment Foster Parents including those providing
services to adolescent/juvenile sexual offenders. 
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Sydney Foster, LMSW 
 

Education 

Master’s Degree: Social Work May 2016 
University of Arkansas at Little Rock 
Concentration: Management and Community Practice 

Bachelor of Science: Psychology May 2014 
University of Central Arkansas 
Summa Cum Laude 

Associates Degree: Transfer Studies May 2012 
Anne Arundel Community College 
Student Marshall for Class of 2012 

Educational & Professional Experience 

May 2016-Present Grants & Outcomes Manager
 Immerse Arkansas 
Little Rock, AR 

•Expand program capacity through grant writing tasks
•Ensure proper data management (ETO and HMIS) in accordance to federal and Immerse
Arkansas policy 
•Provide internal technical support to program staff for data management system (ETO)
•Develop semi-annual Performance Progress Reports, monthly performance reports, and
other outcome data, including monthly internal data audits 
•Facilitate and enhance fundraising and donor relations/accountability
•Work with third-party evaluator to monitor annual program evaluation
•Assist in marketing and development opportunities

Social Work Graduate Intern II August 2015- May 2016 
Community Connection Center 
University of Arkansas at Little Rock 
Little Rock, AR 

•Conducted program outcome evaluation of university career fair
•Coordinated training of 4 undergraduate students at leadership conference and
development of university social justice seminars 
•Conducted needs assessment (qualitative and quantitative research) for Immerse
Arkansas regarding post-placement support for foster and adoptive families 

Social Work Graduate Intern I August 2014- May 2015 
Rivendell Behavioral Health Services of Arkansas 
Benton, AR 

•Taught social skills sessions to adolescent patients
•Conducted social history evaluations of adult patients
•Scheduled aftercare appointments and living arrangements for adult patients
•Conducted individual, group, community, and family assessments
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Technical Proposal Response to Information for Evaluation 

E.1 MINIMUM QUALIFICATIONS……………………………………………………… 

A. Qualifications 

Leah Williams, Director of Programs at Immerse Arkansas (IA), will serve as the 

Contract Administrator for the proposed Supervised Independent Living (SIL) Program, 

LifeBASE.  Ms. Williams holds a Master’s degree in Rehabilitation Counseling from Arkansas 

State University.  Ms. Williams is a Licensed Professional Counselor with extensive experience 

in the mental health field (22 years), supervision (15 years) and management (11 years) of 

therapeutic foster care.  In addition to her licensure, Ms. Williams has specializations in 

Technology Assisted Counseling and Supervision.  Immerse Arkansas has worked to develop a 

team of professionals with extensive and broad experience in child welfare, counseling, social 

work, mental health, and juvenile justice, and trafficking to best support young people 

transitioning out of foster care. Ms. Williams has the full support of her Assistant Director of 

Programs and Executive Director in Immerse’s commitment to providing quality programs to 

youth transitioning out of foster care.   

Assistant Director of Programs, Ardelia Rodgers, is a Licensed Professional Counselor 

with 6 years of experience in the mental health field caring for a wide range of populations, 

including youth in therapeutic foster care as well as youth involved in the juvenile justice 

system.   Ms. Rodgers has earned National Certification in Trauma Focused-Cognitive 

Behavioral Therapy and has a specialization in Technology Assisted Counseling.  Please refer to 

Attachments B and C (resumes and diplomas), as well as Section E.4A for more information on 

Ms. Williams’ and Ms. Rodgers’ positions and tasks related to this project.   

Executive Director, Eric Gilmore, has a Master’s degree in Social work plus 12 years of 

experience working with adolescents in foster care, the past 10 of which have been focused on 
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successfully helping youth as they transition out of foster care.  The Contract Administrator and 

this leadership team are committed to the success of youth aging out of foster care in Arkansas 

and to the success of this contract. 

 IA will submit an application for a Transitional Living Residential License by May 15, 

2020 to the Child Welfare Agency Review Board (CWARB) via the Department of Human 

Services’ Division of Child Care and Early Childhood Education (DCCECE) Placement and 

Residential Licensing Unit (PRLU).  IA will collaborate with DCFS and DCCECE PRLU 

regarding any needed alternative compliance requests to the CWARB in regards to the 

Transitional Living Residential License.  IA received approval from the Child Welfare Agency 

Review Board and obtained licensure for Host Family Homes on 07/24/2019.  IA is equipped 

with the expertise and skill necessary to successfully obtain additional licensure. 

E.2 APPROACH TO SCOPE OF WORK………………………………………………… 

A. Setting Processes and Procedures 

IA will secure the two levels of SIL Program settings through IA’s current LifeBASE 

Program for clients in Level 1 and Level 2 via the following methods: 

1) Existing IA Properties - IA currently operates Apartment Settings and Shared House 

Settings for youth in transition. These properties are described below;  and, if available, will 

provide the living settings for this contract. IA currently has 8 Apartment Settings for Level 1 

DCFS referred youth (with capacity for up to 12 total youth at a ratio of up to 2 youth ages 18-21 

per apartment), and 2 Shared House Settings for Level 1 or Level 2 DCFS referred youth (with 

capacity for up to 6 total youth at ratio of up to 3 youth to 1 resident assistant (RA) in each of the 

2 homes). The two (2) Shared House Settings will be reserved for DCFS referred youth for this 

contract.  Apartment Settings are dependent on availability. 
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2) Securing Additional Properties - At the point that our existing properties are full, or if 

a youth’s plan and goals would be strengthened by such, IA will work to secure additional 

Apartment Settings and/or Shared House Settings for Level 1 and Level 2 youth. Newly secured 

settings will meet the requirements listed in the bid solicitation, be approved by DCFS, and meet 

the following criteria: 

• Safety - Youth should “feel” safe in their environment, and not live in an area considered 

high crime. 

• Accessibility - Youth should be able to walk or use public transportation to achieve their 

goals (education and employment), and meet their needs (groceries, prescriptions, etc.). 

• Sustainable Quality - The monthly rent of the apartment and cost of furnishing should be 

at a price and quality that the youth can sustain on their own upon exit from foster care 

through their own employment or other resources. The setting and furnishings should be 

neither luxurious nor inadequate as judged in collaboration with DCFS. 

B. Housing Settings 

IA will provide the following settings to youth supported by this contract: 

Apartment Setting (Level 1 and 2) 

IA currently rents eight (8) Apartments, with capacity for up to twelve (12) youth.  The 

Apartment Settings for DCFS Level 1 and Level 2 youth will be located near the same 

geographic area as the LifeBASE Shared House Settings (Little Rock Midtown) and will include 

regular and direct supervision from LifeBASE Coaches and other program staff.  LifeBASE 

Coaches will visit apartment residents at least once weekly, with one or more unannounced 

visit(s) per month depending on the needs of the youth determined by IA’s assessment process.  

For Level 2 youth, IA will ensure a Resident Assistant is onsite to provide support at a ratio of no 

more than six (6) Level 2 youth to one (1) Resident Assistant.  Resident Assistants provide onsite 
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supervision and assistance as needed to youth, as well as host a variety of regularly scheduled 

community-building events for youth in housing.  All Resident Assistants are trained in IA 

principles including Trauma-Informed Care and Positive Youth Development (Section E.2G). 

Shared House Setting (Leve1 1 and 2) 

IA owns 2 Shared House Settings (with capacity to house 6 total youth at a ratio of up to 

3 youth to 1 Resident Assistant in each of the 2 homes) through our LifeBASE program.  The 2 

Shared House Settings will be reserved for DCFS referred youth.  The Shared House Settings for 

DCFS Level 1 and Level 2 youth are within the community, in a typical neighborhood which 

provides youth with the opportunity to practice and hone multiple life skills such as community 

living, home maintenance (i.e., cleaning, minor repairs, living by neighbors, etc.), and lawn 

maintenance. A trained Resident Assistant lives in each Shared House Setting and provides 

daily, onsite supervision.  

Regardless of Setting: 

IA is committed to equipping youth with tools and resources necessary for success as 

they transition into adulthood.  In addition to onsite supervision provided through Resident 

Assistants, IA will provide all Level 1 and Level 2 youth information on IA’s 24/7 IA 

Residential On-Call Number, which is managed by IA staff and ensures immediate response to 

youth crises and needs. 

In Level 1 and Level 2 Apartment Settings and Shared House Settings, each youth has 

his/her own bedroom.  All IA Apartment and Shared House Settings available for DCFS referred 

youth are equipped with wifi, full kitchens, bathrooms, and a washer and dryer inside the unit or 

house.  IA conducts monthly quality assessments to ensure all Apartment and Shared House 

Settings are clean, safe, in good repair, and have operational smoke alarms. All Apartments and 

Shared House Settings have operational smoke alarms within 10 feet of the kitchen and 
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bedroom(s).  In addition, all settings are equipped with chemical fire extinguishers located near 

the kitchen that are serviced annually.  All Shared House Settings have operational landlines, and 

all DCFS referred youth who do not already have a cell phone are provided with one using their 

stipend from DCFS.  As needed, LifeBASE Coaches aid youth in selecting and purchasing a cell 

phone and cell phone plan.  Pets are not allowed in IA housing settings; however, exceptions 

may be made for youth who require support from a service or emotional support animal and have 

the means to properly care for it.  Exceptions will only be made based upon receiving all 

necessary paperwork, documentation of vaccinations, and DCFS approval.  All firearms, 

dangerous weapons, or illegal substances are prohibited.  Smoking is prohibited on IA property, 

including Apartment and Shared House Settings. All youth who smoke or use tobacco products 

are provided with smoking cessation information by LifeBASE Coaches.  

IA will provide CPR/first aid training (including infant CPR) for all youth living with 

their dependent(s).  For youth who are pregnant and parenting, IA will assess the safety of 

housing against the ACF: Early Childhood Self-Assessment Tool for Family Supportive 

Housing. Basic precautions for safety will include posting emergency response plans (fire, 

tornado, active shooter, etc) and providing Emergency Preparedness Boxes to all youth upon 

admission to IA’s LifeBASE program.   

C. Housing Addresses 

Apartment Setting (Level 1 and 2) 

•  

o  

o  

o  

o  
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All IA apartments are located in safe, well-lit areas within the community and provide 

easy access to a variety of resources including public transportation, job opportunities, grocery 

stores, and educational institutions such as Eastern College of Health Vocations.  IA maintains 

positive working relationships with our current landlords and property managers who are 

committed to ensuring healthy living environments for all residents.  As stated, based on the 

number of DCFS referred youth, IA may acquire more apartments at the same apartment 

complex, or a similar apartment complex with DCFS approval. 

Shared House Setting (Leve1 1 and 2) 

•  

•  

Both Shared House Settings are located within the  and provide 

close proximity to community partners and key resources including IA’s Drop-In Center, 

University of Arkansas at Little Rock (UALR), UALR TRIO Pre-College Programs, Adult 

Continuing Education Programs, IA’s Drop-In Center, as well as job opportunities, grocery 

stores, and bus stops.  IA has operated Shared Homes in this neighborhood since 2013 and holds 

considerably positive relationships with surrounding residents.  Three (3) of IA’s team members 

and several IA mentors live within the , and Leah Williams, Contract 

Administrator and IA’s Director of Programs, actively serves on the Neighbood Association 

Executive Committee. 

D. Sample SIL Policy and Procedures 

Positive Youth Development and Trauma Informed Care principles are infused 

throughout IA’s policies and procedures.  IA has included a sample of our policies and 

procedures in the attachments listed below. These attachments contain excerpts addressing the 
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areas listed. Our full policy and procedures may be made available to DCFS upon 

request.  Please refer to Attachment A for the following requested policies: 

• Attachment A1: Written Rules of Conduct & Consequences, 301.9 Youth Handbook  

• Attachment A2:  Transportation for Residents, 102.6 Driving Records Policy 

• Attachment A3: Medication Management Policy, 103.1.2 Plan for Health Care and 

Medication Administration 

• Attachment A4: Flexible Planned Absence Policies, 301.5 Late Night and Overnight Policy 

• Attachment A5: Emergency/Disaster Preparedness, 101.12.1 Emergency Preparedness 

• Attachment A6: Crisis Intervention Procedures, 102.9.0 On-Call and Crisis Management 

Policy 

• Attachment A7: Complaint Procedures, 302.1 Youth Grievance Policy 

E. Caseload 

Leah Williams, Contract Administrator and Director of Programs will ensure that a 

LifeBASE Coach (Case Manager) will not have more than seven (7) youth on his or her 

caseload. LifeBASE caseloads are managed and visible through IA’s case management software 

Efforts to Outcomes (ETO).  IA’s Assistant Director of Programs oversees the admissions 

process and carefully considers a LifeBASE Coach’s caseload prior to assigning new youth to 

the Coach.  Each youth will be assigned a LifeBASE Coach to serve as their primary support and 

point of contact while in LifeBASE.   IA is a proponent of smaller caseloads as part of 

LifeBASE program philosophy, as they allow for more attention to each youth’s individualized 

needs, affords the Coach opportunities to provide more intensive support, and “jump starts” 

development of the relationship between youth and Coach. 

IA will coordinate with DCFS on referrals of eligible youth for placement in approved 

settings.  Based on availability in housing, individual needs of each youth, and full receipt of 



8 

necessary documents, admissions may be scheduled within 72 hours.  IA will discuss a written 

agreement to be signed by youth prior to or at the time of placement.  IA recognizes that DCFS 

does not guarantee any minimum level of utilization or specific number of referrals.  Documents 

required for admission include the LifeBASE Referral form, LifeBASE Application, IA Youth 

Assessment, Mental Health Evaluation (if indicated), and a copy of the Medical Passport.  

Documents required for admission are such that will help ensure the success of youth referred 

and admitted.  Documents include but are not limited to Immerse Application, DCFS Case Plan, 

TYS Transition Plan, the most recent Court Order, High School diploma or GED documentation 

(if completed), Mental Health Counselor and contact information, Care Coordinator and contact 

information, and Primary Care Physician with contact information.  

The admission process includes completing a comprehensive assessment with the youth 

(as well as specific members of their team/support) to determine the breadth, depth, and scope of 

youth need(s) in the areas of individual and family psychosocial factors, psychosocial 

environmental factors, clinical factors, functional limitations, complexity of need(s), type of 

contact and frequency most beneficial for the youth (face-to-face, phone, text, etc.), range of 

support needed, required activities/life skills/BASE goals youth needs, and non-casework 

activities.  

F. Client Services 

LifeBASE equips youth with the training, life skills, counseling, and community 

resources necessary to successfully transition into healthy adulthood.  IA recognizes the crucial 

opportunity we have to provide these necessary tools and supports to youth transitioning from 

foster care and other at-risk youth as they seek wholeness and develop mentally, physically, 

emotionally, relationally, and spiritually.  In the midst of complex trauma and broken 

relationships, youth often lack the support their brains need for healthy development in early 
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childhood.  Those transitioning from foster care are particularly in need of supportive 

environments which facilitate increased brain development and empower youth through skill-

building and relational supports (Jim Casey Youth Opportunity Initiative, 2011).  IA seeks to 

optimize on this developmental time period for the youth we serve by coming alongside each 

youth in relationship and goal-setting, using a strength-based approach which incorporates 

Positive Youth Development principles to meet youth where they are.  

Training 

Transitional Plan - Beginning at intake, LifeBASE Coaches partner with youth to 

develop a Transitional Plan (Case Plan), which, in addition to mapping out a plan for securing 

safe and stable housing upon exit, includes practical steps for youth to take towards wholeness in 

the four BASE areas: 

• Well-Being (physical, dental, and mental health) 

• At least one caring adult (mentor)  

• Safe and Stable housing (as mentioned) 

• Earning potential (growth in education or employability) 

Case management for each IA youth is anchored by this comprehensive written plan, 

including both the Transitional Plan (which is used to create goals and monitor youth progress 

throughout the youth’s involvement with IA) and the Aftercare Plan (which is used to gradually 

decrease IA’s level of support for the youth, and gradually increase the youth’s level of 

independence).  Each youth’s Transitional Plan is developed within 14 days of program 

admission and serves as a guide to help the youth take steps toward self-sufficiency.  

In every element of the plan, the LifeBASE Coach relies heavily on the youth and 

information gathered through IA’s assessment process. Questions such as “What work setting do 

you think will be best for you?” empower youth choice and allow for mutually agreed upon goals 
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and action items. The Transitional Plan outlines goals and objectives in 10 areas of focus: (1) 

Education, (2) Employment and Career, (3) Financial Management, (4) Housing, (5) Support 

Network and Social Involvement, (6) Transportation, (7) Self-Care and Health, (8) Life Skills 

and Daily Living, (9) Important Documents, (10) Legal Issues, and (11) Childcare (for parenting 

youth).  Aligned with a Positive Youth Development approach, goals are youth-led and are 

developed to equip youth with tools necessary for independence and well-being, including 

decreasing risk factors and increasing protective factors.   

Youth discuss progress toward their goals and brainstorm any challenges with their 

LifeBASE Coach during their one-on-one meetings.  A youth’s LifeBASE Coach will spend 

additional time outside of routine case management meetings to help the youth achieve goals in 

their Transitional Plan. The LifeBASE Coach may include the youth's mentor in this process to 

build additional supports and community. LifeBASE Coaches will also assist youth in utilizing 

community resources, and will train each youth in daily skills as needed.  

 Youth will also have monthly staffings with their support team.  Youth support teams 

include the youth’s LifeBASE Coach and anyone the youth feels is a source of support in their 

life (this may include a DCFS Family Service Worker, a mentor, etc.).  During this monthly 

staffing, progress toward goals are celebrated and action steps discussed in order to ensure 

continued progress and growth toward self-sufficiency.  Case management and monthly staffings 

are conducted from a trauma-informed perspective to ensure youth are provided with a safe 

environment, but also experience felt safety, and have a voice and choice in their supports.  The 

youth’s Transitional Plan objectives are reviewed weekly with the youth, and youth-led 

Transitional Plan goals are updated at least every 3 months. In addition to the meetings outlined 

above, conference calls and meetings will take place with the youth and DCFS as requested. 
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Aftercare Plan - To promote a successful exit from IA’s LifeBASE program, each youth 

and their IA LifeBASE Coach, in collaboration with DCFS and their possible placement of the 

youth after exiting IA’s LifeBASE program, will begin aftercare planning and discussion early in 

the youth’s time in the program.  A written copy of this plan will be provided to the youth prior 

to program exit and will outline what services were provided during their time at IA. The 

LifeBASE Coach will conduct an aftercare assessment with the youth and identify any needed 

additional referrals for comprehensive services.  

The following aftercare domains are considered in each Aftercare Plan: life connections, 

housing, employment, education, job training, budgeting, insurance, health and nutrition, 

wellbeing (including medical, mental, and dental health), substance use, suicide risk/prevention, 

legal issues, tangible needs, and if applicable: child care, child development, and parenting skills. 

At various intervals in the program including discharge, the LifeBASE Coach and youth will 

review each domain in the Aftercare Plan and indicate if they believe aftercare support may be 

needed for that category.  Each youth who discharges from IA receives an individualized 

resource list.  

Youth are provided access to at least 6 months of aftercare services, including 3 months 

of weekly follow up and support, and then 3 months of monthly follow up and support from 

LifeBASE Coaches. LifeBASE Coaches are responsible for making contact through phone calls 

and updating contact information for past participants at 1 month, 3 months and 6 months after 

the youth exits the program. Contact includes visits to a youth’s home or current residence, 

phone calls, and other contact depending on the youth’s preferred method. Aftercare support 

becomes increasingly more youth-initiated and less staff-initiated after 6 months of receiving 

support. Youth are encouraged to maintain regular contact with their mentors and their Coach as 

needed.  
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Life Skills 

 Life Skills training and development is delivered both individually, based upon intake 

assessments, ongoing assessment, and youth-driven requests, and in group settings.  Life Skills 

group classes are offered 2-3 times per week through the IA Drop-In Center (described below).  

Aligned with a Positive Youth Development approach, LifeBASE activities and program 

supports are structured to equip and empower youth with the knowledge and skills necessary for 

self-sufficiency.  IA offers a wide curriculum of life skills which coincide and expand upon the 

10 focus areas which are highlighted in each youth’s Transitional Plan.  Classes may include 

topics such as Education Planning, Interview Etiquette, Money Management and Developing a 

Budget, Basic Household Maintenance, Boundaries and Conflict Resolution, Navigating the Bus 

System, Positive Coping Skills and Everyday Self-Care Practices, Maintaining Personal 

Hygiene, Emergency/Disaster Preparedness (fire, tornado, active shooter, etc), Resources for 

Obtaining Key Documents (birth certificate, photo identification, insurance card, etc), and 

Knowing Your Legal Rights.  Additional life skills are provided to youth who are pregnant 

and/or parenting in learning how to care for their dependents successfully.  Domains include Pre-

natal Care, Post-Natal Care, Infant and Toddler Care, Child Nutrition, Child Safety, Early 

Learning, Child Health, Child Care, Emotional Support, Stress Reduction, and Family 

Engagement Strategies. 

Counseling 

 Through comprehensive assessments, IA is able to identify youth in need of clinical 

supports.  As part of the Initial Interview, youth complete the IA Youth Assessment and Casey 

Life Skills Homeless Youth Assessment.  At Program Admission, youth then complete a Healthy 

Living Questionnaire, Adverse Childhood Experiences (ACE) Measure, Resilience Measure, 

Well-Being Assessment, and Mental Health Screening.  If a diagnosis is suspected based upon 
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the Mental Health Screening, a Mental Health Evaluation will be scheduled, which will include a 

biopsychosocial summary.  Please see the section below for a description of IA’s partners and 

referral sources for counseling services.  IA is dedicated to providing individualized care and is 

committed to partnering with the youth to identify a qualified counseling professional with 

whom the youth feels comfortable and is able to effectively meet the needs of the youth. 

Community Resources 

Based on the individualized youth assessment and collaboration with the youth’s DCFS 

Transitional Team, IA will ensure the youth is referred to other necessary supports and/or 

community resources as clinically indicated to include, but not limited to the following: 

behavioral health and counseling, health care, health insurance, substance use treatment, 

education, employment, sexual assault or victims advocacy, permanent housing, welfare, and as 

appropropriate, maternal and child health, early child development, child care, and head start 

supports.  

IA has established a strong network of partnerships and coordinates regularly with 

various service providers to meet the individualized needs of the youth we support.  While IA 

has developed extensive community linkages for youth, certain partners are considered primary 

partners because of the level of support provided and shared, as documented in signed Formal 

Service Agreements.  Such partners include: Centers for Youth and Families, Shepherd’s Hope 

Clinic, Family Service Agency, Our House, Pulaski County Sheriff’s Office, Federal Bureau of 

Investigation (Little Rock Office), Lucie’s Place, BOOST (Little Rock School District Homeless 

Education Program), University of Arkansas at Little Rock (UALR) TRIO Pre-College 

Programs, Workforce Services, Center for Healing Hearts and Spirits, Children’s Protection 

Center, Center for Arkansas Legal Services, Full Potential Child Development Center, and 

University of Arkansas for the Medical Sciences (UAMS) Head Start. 
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Primary partners provide guaranteed access to services, while the addition of secondary 

partners equip IA to provide youth with a diverse referral system catered to meet the varying 

need of transition-aged youth.  Secondary partners include, but are not limited to: 12th Street 

Health and Wellness Center, Arkansas Department of Human Services (DHS) Medicaid 

Program, United Family Services, Little Rock School District, City Connections, Partners for 

Inclusive Communities, Pulaski County Health Unit, Little Rock Pediatric Clinic, Serenity 

Health Center for Women, Pediatrics Plus, and DHS- Division of Child Care and Early 

Childhood Education (Family Support Unit).  LifeBASE progress reports for youth receiving 

intensive case management services include the impact and quality of service linkages provided 

by support partners.  Any claims made by LifeBASE participants regarding maltreatment or 

failure to provide culturally competent care by partnering staff are taken seriously and addressed 

by the IA Director of Programs or designee. 

Additional Supports 

Drop-In Center - The IA Drop-In Center, which is located at 5300 Asher Avenue, Little 

Rock 72204, is open 5 days per week (including holidays) and available to all youth in this 

contract.  The Center is staffed by the IA Drop-In Center Coordinator, 2 Coaches, and the Drop-

In Center Assistant. The Drop-In Center is open on Monday, Tuesday, and Friday, 11am - 5pm, 

Thursday 12pm - 5pm, and Saturday 11am - 3pm.  The IA Drop-In Center provides tools and 

ongoing activities and opportunities designed to promote wellbeing and success.  This includes 

access to computers, wifi, laundry facilities, recreational opportunities, Life Skills group classes, 

nutritious meals (including lunches each day the Drop-In Center is open and dinner during a 

weekly event called “The Gathering”), and a safe place for youth to feel they belong.  In 

addition, the Drop-In Center allows IA staff to build relationships with youth, connect them to 

other community resources, and provide individualized training as needed.  IA strives to provide 
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the safest physical environment for youth, employees, and volunteers.  Basic precautions for 

safety at the Center also include posting emergency response plans (fire, tornado, active shooter, 

etc) and providing Emergency Preparedness Boxes.  All firearms, dangerous weapons, smoking, 

or illegal substances are also prohibited on IA property.  

Additional Opportunities for Youth - IA also understands the impact of supporting youth 

by providing normalized and relational-building experiences in the lives of youth to promote 

Positive Youth Development, foster relationships between youth, mentors, and staff, and engage 

youth in positive self-care activities and support networks.  In light of this, IA intentionally 

increases programming around weekends and holidays, which can be particularly challenging for 

many of the youth we support.  IA offers a variety of relational-building events, including our 

weekly Gathering, in which youth, mentors, and staff are invited to share a meal together, 

celebrate youth birthdays (with cake and pinata) and accomplishments, and play relationship-

building activities.  In addition, IA hosts opportunities for taking vacations, attending concerts, 

and other events that the average youth experiences when in this phase of life.  These events are 

included in IA’s comprehensive calendar (including coverage for holidays and school breaks) for 

youth, which details dates of opportunities for building community, skill acquisition, and 

ongoing support. 

G. Employee and Volunteer Training and Supervision 

IA will ensure employees and volunteers provide the proper care, treatment, safety, and 

supervision of the clients they supervise through structured supervision and training.  IA believes 

that a high level of support, training, and supervision of employees and volunteers leads to better 

outcomes for the youth in their care.  

Supervision Plan 
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Staff Supervision Plan - All IA staff participate in regular supervision meetings with 

their direct supervisors.  The frequency and content of these supervision meetings are determined 

by the supervisor and employee.  All program staff also participate in a weekly planning meeting 

which covers workloads, weekly activities, and progress towards organizational 

goals.  Supervision and planning meetings add a layer of support and accountability as each staff 

member works to fulfill their role in supporting youth in their care.  Additionally, such supports 

ensure that staff are aligned with IA’s program model, including Positive Youth Development 

and Trauma-Informed Care.   

Volunteer Supervision Plan - Volunteers, including trained IA mentors, play a 

significant role in providing support to youth served at IA.  Coaches check in at least once per 

week with mentors of youth on their caseloads to discuss any concerns or challenges as well as 

provide an open line of communication.  Additionally, mentors are invited to participate in 

monthly staffings of their youth mentee to provide an extra layer of support.  As further 

described in Section E.4B, all volunteers, including IA mentors and Resident Assistants, are 

required to successfully pass a series of background checks prior to having any direct, 

unsupervised contact with youth (and their children).   

LifeBASE program management checks in with Resident Assistants at least once per 

week and provides a monthly Resident Assistant training which offers ongoing skill-building as 

well as a space for Resident Assistants to brainstorm innovative ways for encouraging positive 

community within their housing setting.  Resident Assistants are a key part of a youth’s support 

team and are invited to participate in weekly program planning meetings and monthly staffings 

for the youth residing in their Shared House or Apartment Setting.  Ongoing supervision and 

support is provided to all volunteers to ensure that youth receive proper care and treatment.   

Training Plan  
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Staff, volunteers, mentors, and resident assistants (RAs) shall receive the following 

training requirements initially and annually thereafter (as described in the Table below): 
 

Staff 
  

Staff 
(Direct 
Care) 

Volunteers Volunteers 
(Direct 
Care) 

Mentors RAs 

Professionalism and Ethics       
Confidentiality requirements ● ● ● ● ● ● 
Purpose, goals, philosophy, and 
organizational structure of the 
programs 

● ● ● ● ● ● 

Grievance process ● ● ● ● ● ● 
Background Checks ● ● ● ● ● ● 
Personnel policies and 
procedures 

● ● ● ● ● ● 

Ethics and Staff Safety 
(including Outreach) 

● ● ● ● ● ● 

Response Plan for RHY who 
have Run Away from Foster 
Care Placements or Correctional 
Institutions 

● ● ● ● ● ● 

Fire, Evacuation/Disaster, 
Active Shooter drills/plans 

 

● 
   

● 

Fiscal Management ● ● 
  

● ● 
Program Management ● ● ● ● ● ● 
Shelter Facility Staff 
Development 

 

● 
 

● ● ● 

Minimum Licensing Standards 
for Child Welfare Agencies as it 
applies to Transitional Youth 

● ● ● ● ● ● 

Practice Skills appropriate for 
the position 

● ● ● ● ● ● 

 Applied Positive Youth Development      
Aftercare Services or 
Counseling 

● ● ● ● ● ● 

Core Competencies for Youth 
Workers 

● ● ● ● ● ● 

Core Support Services ● ● ● ● ● ● 
Positive Youth Development ● ● ● ● ● ● 
Healthy Sexual Behavior ● ● ● ● ● ● 
Cultural and Human Diversity       
Cultural and Linguistic Diversity ● ● ● ● ● ● 
Special Populations ● ● ● ● ● ● 
Street Outreach Intervention 

 

● 
 

● 
  

Homelessness and Poverty ● ● ● ● ● ● 
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Understanding Systems ● ● ● ● ● ● 
Understanding Diversity and 
Culture of Life on the Street 

● ● ● ● ● ● 

Cultural Competency, 
Awareness, Sensitivity 

● ● ● ● ● ● 

Applied Human Development       
Critical Ongoing Resource 
Family Education (CORE) Teen 
Training 

 
● 

 
● 

  

 
● 

 
● 

Risk and Protective Factors 
Related to Youth Homelessness 

● ● ● ● ● ● 

Screening and Assessment 
Practices 

 

● 
 

● 
  

Human Trafficking (Sex and 
Labor) (Prevention and 
Intervention) 

 

● 
 

● ● ● 

Trauma and the Effects of 
Trauma on Youth (TIC) 

● ● ● ● ● ● 

Use of Evidenced Based & 
Evidence Informed Interventions 

● ● ● ● ● ● 

Suicide Awareness and 
Protocol-Intervention Strategies 

● ● ● ● ● ● 

Harm Reduction ● ● ● ● ● ● 
Mental Health Awareness ● ● ● ● ● ● 
Alcohol, Drugs, and Chemical 
Dependency  

● ● ● ● ● ● 

Relationship and Communication 
Crisis Intervention Techniques ● ● ● ● ● ● 
Youth and Family Counseling 

 

● 
 

● ● ● 
Bullying & Harassment ● ● ● ● ● ● 
Assessment, Case 
Management/Planning, and 
Documentation  

 

● 
 

● ● ● 

Developmental Practice Methods 
Development of Coordinated 
Networks  

  ●   ● ● ● 

Low Cost and Community 
Alternatives for RHY 

● ● ● ● ● ● 

Community Resources for Well-
Being & Self-Sufficiency  

● ● ● ● ● ● 

 
Additional Policies for Staff Training - In addition to the training listed above, all Full-

Time IA staff are required to complete a total of 30 hours of training for every full year of 

employment.  These 30 hours include weekly iLab staff training sessions hosted by IA which 
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focus on maintaining updated, best practices in the areas mentioned above, as well as gaining 

other relevant training for supporting youth in crisis.  IA will ensure that all staff complete 

Critical Ongoing Resource Family Education (CORE) Teen Training, either by designating an 

in-house trainer or arranging for a trainer to facilitate this training. 

H. Level 1 and Level 2 Programming  

Level 1 Programming 

Case Management Supports for Level 1 Youth - LifeBASE Coaches (Case Managers) 

will provide case management services in collaboration with the casework services provided 

through DCFS to all Level 1 referred youth.   Supports include information about available 

community resources and life skills training, budgeting and other aspects of financial literacy, 

education and support regarding setting and working towards short and long-term goals related 

to employment, housing, and other personal goals, appropriately responding to challenging 

situations, and developing emergency disaster and safety plans. 

During each youth’s time at IA, LifeBASE Coaches, RAs, and mentors provide the youth 

with a variety of supports through regular, one-on-one meetings, Life Skills classes at the IA 

Drop-In Center, and other activities (both in-home and within the community) based on the 

individualized needs of each youth.  Life Skills group classes are provided to LifeBASE youth 2-

3 times per week at the IA Drop-In Center and offer a wide curriculum of knowledge and skills 

linked to healthy adulthood (Section E.2F).  

As detailed in Section E.2F, within 14 days of program admission youth complete an IA 

Youth Assessment, Casey Life Skills Homeless Youth Assessment, Mental Health Assessment, 

and LifeWorks Self-Sufficiency Matrix Assessment.  Based upon these assessments, an 

individualized Transitional Plan is developed, in collaboration with the youth, their LifeBASE 

Coach, DCFS Family Service Worker,  DCFS Transitional Coordinator, Guardian Ad Litem, and 
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the youth’s family as applicable.  The Transitional Plan covers a variety of domains which 

promote growth in IA’s previously identified four (4) BASE goal areas: Well-Being (physical, 

dental, and mental health), At least one connection to a caring adult (mentor), Safe and Stable 

housing, and Earning potential (growing in education and employment). Throughout this 

process, IA uses a strength-based approach which incorporates Positive Youth Development to 

empower youth and meet them where they are.  

Frequency of Meetings & Contacts with Level 1 Youth - For Level 1 youth, meetings 

will include (at minimum) two (2) meetings with the youth’s LifeBASE Coach every week for 

the first month, including a weekly meeting to review goals and adjust as needed.  Meetings and 

contacts between the youth and their LifeBASE Coach will also include (at minimum) one (1) 

other form of contact (phone, text, etc.) each week for the youth’s first month in the program.  

Determining Frequency of Meetings & Contacts with Level 1 Youth - Each youth’s 

frequency of meetings and contacts with their LifeBASE Coach will be determined based on 

IA’s initial assessments and the youth’s needs, and will meet or exceed the minimum 

requirements listed above for the youth’s first month in the program. Each youth’s frequency of 

meetings and contacts with their LifeBASE Coach after the youth’s first month in the program 

will be determined by IA’s assessments of the youth and the youth’s needs, in collaboration with 

the youth, their LifeBASE Coach, and DCFS.  If deemed appropriate to decrease contact, the 

youth will meet face to face with their LifeBASE Coach once per week and have at least one (1) 

other form of contact (phone, text, etc) per week.  Additionally, program staff are available to all 

youth on a 24/7 on-call basis to ensure residents have appropriate care and supervision. 

Daily Skills Support for Level 1 Youth - During each Level 1 youth’s first month 

participating in LifeBASE, their LifeBASE Coach will provide names and locations of local 

grocery stories, library, and other helpful community resources.  As mentioned, each IA Housing 



21 

Setting provides youth with laundry facilities at the residence.  The Level 1 youth’s LifeBASE 

Coach or Resident Assistant will accompany the youth as they do laundry to ensure the youth 

knows how to properly operate the washer and dryer.   

Additionally, the Level 1 youth’s LifeBASE Coach will accompany the youth as they 

complete their first trip to the grocery store.  This will allow LifeBASE Coaches to assess each 

youth’s need for future assistance with meal planning, developing shopping lists, budgeting, and 

applying nutrition.  During the first month, LifeBASE Coaches will also assist each Level 1 

youth with preparing and cooking one meal per week.  In addition to providing relationship and 

skill-building opportunities, this allows LifeBASE Coaches to assess each youth’s basic cooking 

skills (following recipes, using kitchen appliances, etc). 

If a youth needs additional assistance doing laundry, creating a meal plan, grocery list, 

and budget, locating a grocery store, going to the grocery store, preparing a meal, following a 

recipe, or using kitchen appliances, a LifeBASE Coach, Resident Assistant, or Mentor will come 

alongside the youth and train the youth in these essential, daily tasks.  Opportunities for 

additional training include (but are not limited to) Life Skills classes at the IA Drop-In Center 

and one-on-one meetings with the youth and their LifeBASE Coach.  

Supports for Level 1 Youth in Apartment and Shared House Settings - For Level 1 

youth in Apartment and Shared House Settings, the youth’s LifeBASE Coach will inspect the 

youth’s living space regularly (and as needed) to ensure that the youth’s residence is reasonably 

clean and orderly.  The LifeBASE Coach will also make regular, unannounced visits as needed.  

Resident Assistants will also be regularly available to Level 1 youth in Shared House Settings 

and can provide continued training and support in the areas listed above as needed.  LifeBASE 

Coaches will provide instruction, as needed, on basic housekeeping skills such as vacuuming, 

mopping, wiping down counters, cleaning toilets and showers, and other skills.  LifeBASE 
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Coaches will also provide youth with information on public transportation, including relevant 

bus stops and locations near the youth’s residence and relevant locations.  They will ensure youth 

know how to properly navigate bus routes, including how to access and understand bus 

schedules.  LifeBASE Coaches frequently ride the bus with youth for the first time to ensure 

youth are comfortable and fully understand how to navigate on their own. 

Banking & Savings Supports for Level 1 Youth - LifeBASE Coaches will assist Level 1 

youth in opening a checking account and/or savings account if the youth does not already have 

one.  Coaches will explain to Level 1 youth that money deposited into the savings account is to 

be saved until the youth exits the program.  For all DCFS referred youth, $50 from their monthly 

stipend will be saved in this account.  If the youth is employed, this savings will also include 

10% of each of the youth’s paychecks. This process of saving will be explained to the 

youth.  IA’s Operations Manager will oversee the distribution of the youth’s monthly stipend 

checks and the savings process. 

Family Relationship Supports for Level 1 Youth - LifeBASE Coaches, RAs, and 

mentors will work together to support the youth in navigating contact and relationship with their 

biological family members and other lifelong supports.  As part of IA’s ongoing youth 

assessments, IA utilizes the LifeWorks Self-Sufficiency Matrix, which assists youth in 

identifying relationships they would like to reconnect in, including biological, foster, or other 

lifelong supports.  For youth desiring contact, LifeBASE Coaches will assist youth in finding 

healthy ways to do so (including assisting in family reunification and referral to counseling as 

needed). 

Internet & Social Media Supports for Level 1 Youth - Level 1 youth will have 

unmonitored access to internet and social media.   



23 

Guest Policy for Level 1 Youth - IA will provide an environment that is as similar to a 

normal home setting as possible, which will allow youth to smoothly transition into independent 

living upon exiting care.  Level 1 youth will be allowed to have guests or visitors during the day/ 

evening.  Pre-approval for guests and visitors is not required unless safety concerns arise that 

require prior approval.  Additionally, Level 1 youth may have occasional overnight guests or 

visitors.  IA will follow Prudent Parent Standards to determine overnight guests.  Any proposed 

roommates must be pre-approved by DCFS and IA.  Please refer to Attachment A4 for the IA 

Absence Policy. 

LifeBASE Coach Supports for Level 1 Youth - LifeBASE Coaches working with a 

Level 1 DCFS referred youth will ensure that the youth has received a copy of the DCFS PUB-

49: Be Your Own Advocate: The Short List and PUB-50: Be Your Own Advocate.  LifeBASE 

Coaches will also provide a monthly summary of activities conducted with each youth to the 

youth’s Family Service Worker (FSW), FSW Supervisor, and Transitional Youth Services 

Coordinator by the eighth day of the month (or the next business day, if the eighth of the month 

falls on a weekend or holiday) following the preceding month.  This summary will include 

information on a youth’s successes and highlights of the preceding month, and/or any concerns 

from that month.  The LifeBASE Coach of a Level 1 DCFS referred youth will also serve as a 

member of the youth’s DCFS Transitional Team, and will participate in conference calls and 

meetings with DCFS as requested.  LifeBASE Coaches also help staff IA’s 24/7 Residential On-

Call Line, which is accessible to all LifeBASE youth.  Finally, LifeBASE Coaches of Level 1 

youth will assist the youth in completing the National Youth in Transition Database Survey as 

applicable. 

Additional Meeting & Contact Supports - IA also recognizes that weekends and holidays 

can be particularly challenging for those facing trauma and broken relationships, and we 
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intentionally increase programming around weekends and holidays to meet the needs of the 

youth we serve.  

Level 2 Programming 

Case Management Supports for Level 2 Youth - LifeBASE Coaches (Case Managers) 

will provide case management services in collaboration with the casework services provided 

through DCFS to all Level 2 referred youth.   Supports include information about available 

community resources and life skills training, budgeting and other aspects of financial literacy, 

education and support regarding setting and working towards short and long-term goals related 

to employment, housing, and other personal goals, appropriately responding to challenging 

situations, and developing emergency disaster and safety plans. 

During each youth’s time at IA, LifeBASE Coaches, RAs, and mentors provide the youth 

with a variety of supports through regular, one-on-one meetings, Life Skills classes at the IA 

Drop-In Center, and other activities (both in-home and within the community) based on the 

individualized needs of each youth.  Life Skills group classes are provided to LifeBASE youth 2-

3 times per week at the IA Drop-In Center and offer a wide curriculum of knowledge and skills 

linked to healthy adulthood (Section E.2F).  

As detailed in Section E.2F, within 14 days of program admission youth complete an IA 

Youth Assessment, Casey Life Skills Homeless Youth Assessment, Mental Health Assessment, 

and LifeWorks Self-Sufficiency Matrix Assessment.  Based upon these assessments, an 

individualized Transitional Plan is developed, in collaboration with the youth, their LifeBASE 

Coach, DCFS Family Service Worker,  DCFS Transitional Coordinator, Guardian Ad Litem, and 

the youth’s family as applicable.  The Transitional Plan covers a variety of domains which 

promote growth in IA’s previously identified four (4) BASE goal areas: Well-Being (physical, 

dental, and mental health), At least one connection to a caring adult (mentor), Safe and Stable 
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housing, and Earning potential (growing in education and employment). Throughout this 

process, IA uses a strength-based approach which incorporates Positive Youth Development to 

empower youth and meet them where they are.  

Frequency of Meetings & Contacts with Level 2 Youth - For Level 2 youth, meetings 

will include one meeting with the youth’s LifeBASE Coach every business day for the first 

month, then as often as needed (to be determined by youth, Coach, and DCFS Family Service 

Worker) to review goals and adjust as needed.  Meetings and contacts between the youth and 

their LifeBASE Coach will also include (at minimum) one other form of contact (phone, text, 

etc.) every non-business day for the youth’s first month in the program.  

Determining Frequency of Meetings & Contacts with Level 2 Youth - Each youth’s 

frequency of meetings and contacts with their LifeBASE Coach will be determined based on 

IA’s initial assessments and the youth’s needs, and will meet or exceed the minimum 

requirements listed above for the youth’s first month in the program. Each youth’s frequency of 

face to face meetings and contacts with their LifeBASE Coach after the youth’s first month in 

the program will be determined by IA’s assessments of the youth and the youth’s needs, in 

collaboration with the youth, their LifeBASE Coach, and DCFS.  Program staff are available to 

all youth on a 24/7 on-call basis to ensure residents have appropriate care and supervision. 

Daily Skills Support for Level 2 Youth - During each Level 2 youth’s first month 

participating in LifeBASE, their LifeBASE Coach will provide names and locations of local 

grocery stories, library, and other helpful community resources.  As mentioned, each IA Housing 

Setting provides youth with laundry facilities at the residence.  The Level 2 youth’s LifeBASE 

Coach or Resident Assistant will accompany the youth as they do laundry to ensure the youth 

knows how to properly operate the washer and dryer.  If continued assistance is needed, 
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LifeBASE Coaches will ensure in-home support by the Resident Assistant, as needed, following 

the youth’s first use of the washer and dryer. 

Additionally, the Level 2 youth’s LifeBASE Coach will accompany the youth as they 

complete their first trip to the grocery store.  This will allow LifeBASE Coaches to assess each 

youth’s need for future assistance with meal planning, developing shopping lists, budgeting, and 

applying nutrition.  If continued assistance is needed, LifeBASE Coaches or the youth’s Mentor 

will provide additional assistance and training following the youth's first shopping trip.  During 

the first month, LifeBASE Coaches will also assist each Level 2 youth with preparing and 

cooking one meal per week.  In addition to providing relationship and skill-building 

opportunities, this allows LifeBASE Coaches to assess each youth’s basic cooking skills 

(following recipes, using kitchen appliances, etc).  IA and DCFS staff will assess if occasional 

assistance with meal preparation and cooking is still needed after the first month of participation 

in LifeBASE.  Opportunities for additional training include (but are not limited to) Life Skills 

classes at the IA Drop-In Center and one-on-one meetings with the youth and their LifeBASE 

Coach.  

Supports for Level 2 Youth in Apartment and Shared House Settings-  For Level 2 

youth, the youth’s Resident Assistant or LifeBASE Coach will inspect the youth’s living space 

regularly (and as needed) to ensure that the youth’s living space is reasonably clean and orderly. 

The LifeBASE Coach will also make regular, unannounced visits as needed. Resident Assistants 

will also be regularly available to Level 2 youth and can provide continued training and support 

in the areas listed above as needed. LifeBASE Coaches and Resident Assistants will provide 

instruction, as needed, on basic housekeeping skills such as vacuuming, mopping, wiping down 

counters, cleaning toilets and showers, and other skills.  LifeBASE Coaches will also provide 

youth with information on public transportation, including relevant bus stops and locations near 
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the youth’s residence and relevant locations.  They will ensure youth know how to properly 

navigate bus routes, including how to access and understand bus schedules.  LifeBASE Coaches 

frequently ride the bus with youth for the first time to ensure youth are comfortable and fully 

understand how to navigate on their own.  If youth are unable to navigate the bus system 

independently, IA will arrange for alternative transportation to school, employment, and 

activities related to their Transitional Plan. 

Banking & Savings Supports for Level 2 Youth - LifeBASE Coaches will support Level 

2 youth in opening a checking account and/or savings account if the youth does not already have 

one. Coaches will explain to Level 2 youth that money deposited into the savings account will be 

saved until the youth exits the program. For all DCFS referred youth, $50 from their monthly 

stipend will be saved in this account. If the youth is employed, this savings will also include 10% 

of each of the youth’s paychecks. This process of saving will be explained to the youth. IA’s 

Operations Manager will oversee the distribution of the youth’s monthly stipend checks and the 

savings process. 

Family Relationship Supports for Level 2 Youth - LifeBASE Coaches, RAs, and 

mentors will work together to support the youth in navigating contact and relationship with their 

biological family members and other lifelong supports.  As part of IA’s ongoing youth 

assessments, IA utilizes the LifeWorks Self-Sufficiency Matrix, which assists youth in 

identifying relationships they would like to reconnect in, including biological, foster, or other 

lifelong supports.  For youth desiring contact, LifeBASE Coaches will assist youth in finding 

healthy ways to do so (ex. assisting in family reunification and referral to counseling as needed). 

Internet & Social Media Supports for Level 2 Youth - Level 2 youth will have access to 

internet and social media, but their social media account information will be given to their 
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LifeBASE Coach so the youth’s social media account can be monitored. The youth’s Coach will 

check the youth’s social media account at least once a week (or more if needed). 

Guest Policy for Level 2 Youth - IA will provide an environment that is as similar to a 

normal home setting as possible, which will allow youth to smoothly transition into independent 

living upon exiting care.  Based upon IA’s Guest and Visitor Policy, Level 2 youth living in 

Apartment and Shared House Settings will be allowed to have guests or visitors during the 

daytime/evening who are pre-approved.  In the event safety concerns arise, this policy with the 

youth will be revisited.  Please refer to Attachment A4 for more information on IA’s guest and 

visitor policies as well as IA’s absence policies.  Additionally, Level 2 youth, regardless of 

Housing Setting, may not have overnight visitors. 

LifeBASE Coach Supports for Level 2 Youth - LifeBASE Coaches working with a 

Level 2 DCFS referred youth will ensure that the youth has received a copy of the DCFS PUB-

49: Be Your Own Advocate: The Short List and PUB-50: Be Your Own Advocate. LifeBASE 

Coaches will also provide a monthly summary of activities conducted with the each youth to the 

youth’s Family Service Worker (FSW), FSW Supervisor, and Transitional Youth Services 

Coordinator by the eighth of the month (or the next business day, if the eighth of the month falls 

on a weekend or holiday) following the preceding month. This summary will include information 

on a youth’s successes and highlights of the preceding month, and/or any concerns. The 

LifeBASE Coach of a Level 2 DCFS referred youth will also serve as a member of the youth’s 

DCFS Transitional Team, and will participate in conference calls and meetings with DCFS as 

requested.  LifeBASE Coaches also help staff IA’s 24/7 Residential On-Call Line, which is 

accessible to all LifeBASE youth.  Finally, LifeBASE Coaches of Level 2 youth will assist the 

youth in completing the National Youth in Transition Database Survey as applicable. 
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Additional Meeting & Contact Supports - IA also recognizes that weekends and holidays 

can be particularly challenging for those facing trauma and broken relationships, and we 

intentionally increase programming around weekends and holidays to meet the needs of the 

youth we serve. 

E.3 ADDITIONAL CONTRACT REQUIREMENTS AND PROVISIONS………………… 

A. Policies and Procedures 

Client Records - Youth records and documentation are completed and filed 

electronically using Efforts to Outcomes (ETO), a case management and performance 

management system created by Social Solutions.  Additional youth referral information and 

records are maintained at the IA office (5300 Asher Avenue, Little Rock, AR 72204). These 

records are kept in locked, fireproof cabinets in accordance with IA Policy and Procedure and in 

compliance with state and federal (U.S. Department of Health and Human Services) 

requirements, DCFS policies (as applicable), and Arkansas Department of Human Services, 

Division of Child Care and Early Childhood Education, Placement, and Residential Licensing 

Unit.  

Youth have the right to request to review their record, to correct a record or file a 

statement of disagreement, and to be appraised of the individuals who have reviewed their 

records.  IA will not disclose records maintained on individual youth without the written consent 

of the youth with the exception of disclosing records to a government agency involved in the 

disposition of criminal charges.  Coaches will be prepared to testify in court as needed by DCFS 

or as requested by other parties to the case such as the youth’s attorney ad litem.  For youth who 

are parenting, a separate file and case plan is maintained for the youth’s dependent(s), including 

important documents, a record of well-care visits, and any sensory and developmental screenings 

and assessments.   
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Archived files are stored in a separate filing drawer, alphabetically. Each archived file 

contains the entire contents of the participant’s paper file, except for the section dividers, which 

may remain in the file for continued use. On the front of the archived file will be written the 

youth’s name and date of discharge. In the event a file is initiated for a youth who does not enter 

IA program(s), their information may also be archived following the previous format, with the 

exception that the front of the file will have written upon it (in place of discharge date) “Did Not 

Admit.”  In some instances, it may be necessary to archive a portion of a file for a participant 

who is still active in IA program(s).  These instances may include, but are not limited to, 

extended period in the IA program resulting in a bulky file, an extended leave of absence, where 

it is determined previously collected information should be placed with new information, etc.  In 

such instances, all notes from the previous year will remain in the participant’s file. 

IA ensures each youth has a confidential case file and electronic record that includes the 

following documentation:    

1. Demographic information 

2. Disclosure Statements and Youth Handbook and verification of same are provided to the 

youth to ensure s/he is aware of IA program guidelines, expectations, and incentives. These 

acknowledgments are filed in the youth’s record.     

3. Consents and Releases of Information 

4. Transitional Plans and Transitional Plan reviews  

5. Copies of legal documents, if available (e.g., birth certificate, social security card, court 

orders) 

6. Physical exams and immunization records; psychological reports, and educational reports, if 

available 

7. Disciplinary and Cleaning Reports  
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8. Progress reports on youth by the youth’s coach 

9. Documentation of transitional planning support services and participant contact, current a 24-

hour time period 

10. Discharge summary 

11. Abuse Allegations and Incident Reports are kept in a separate folder, in a locked cabinet, and 

are not kept within the file.  

 Financial and Accounting Record Retention - IA will maintain all pertinent financial 

and accounting records and evidence pertaining to the contract in accordance with generally 

accepted principles of accounting and as specified by the State of Arkansas Law.  Financial and 

accounting records will be made available, upon request to State or Federal Government entities 

or any of their duly authorized representatives at any time during the contract period and any 

extension thereof, and for five years from expiration date and final payment on the contract or 

extension thereof.   

Monthly Summary of Activities-  LifeBASE Coaches will submit a monthly summary 

of activities conducted with the youth, including successes and concerns, to the youth’s Family 

Service Worker (FSW), FSW Supervisor, and Transitional Youth Services Coordinator by the 

eighth day of each month (or next business day if the eighth of the month falls on a weekend or 

holiday), following the preceding month.  The monthly report will summarize educational 

progress or needs, court dates and progress, family contacts and visitation, medical issues and 

appointments, progress toward goals, and summary of incidents reports.  Any items needing 

further explanation will be addressed in writing.  

Quarterly Progress Evaluations & Annual Summary Documents -  IA measures the 

progress of LifeBASE youth and the LifeBASE program through the lens of the following four 

BASE components:  
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Well-Being  90% of youth exiting the LifeBASE program will exit with increased capacity for 
self-sufficiency (as measured by the LifeWorks Self-Sufficiency Matrix) 

90% of youth exiting the LifeBASE program will exit with increased access to 
health care services (as noted in the Immerse Housing Exit Interview) 

80% of youth exiting the LifeBASE program will exit with improved well-being 
including general, dental, and mental health status (and children if applicable) (as 
noted in the Well-Being Status Assessment) 

At least one 
caring adult  

80% of youth exiting the LifeBASE program will exit with at least 1 adult in their 
life whom they report they can go to for emotional support (as measured by being 
matched by a trained Immerse mentor and noted in contact notes) 

Safe and 
Stable 
housing 

90% of youth exiting the LifeBASE program will exit to a safe and stable 
destination (as noted in the Immerse Housing Exit Interview) 

90% of youth exiting the LifeBASE program will have demonstrated knowledge 
of utilizing public transportation options (as note in Monthly Reviews) 

90% of youth exiting the LifeBASE program will exit with key documents 
necessary to access housing, education, employment, and health services in the 
community (i.e. birth certificate, social security card, identification card, etc) (as 
noted in the Immerse Arkansas Housing Exit Interview) 

Earning 
potential  

66% of youth exiting the LifeBASE program will be attending school or have 
graduated from high school or obtained a GED (as noted in the Immerse Housing 
Exit Interview) 

75% of youth exiting the LifeBASE program will be employed or looking for 
work (as noted in the Immerse Housing Exit Interview) 

80% of youth exiting the LifeBASE program will exit with increased life skills 
necessary for independence, including in educational and employment settings 
(including parenting skills as appropriate) (as measured by the Casey Life Skills 
Homeless Youth Assessment and Life Skills Attendance) 

 
These outcomes will be measured throughout program implementation.  IA’s Grants and 

Outcomes Manager, Sydney Foster, and Grants Coordinator, Hunter Jones, will submit 

quarterly  progress evaluations as well as an annual summary document noting youth outcomes 

to the identified DCFS Program manager or other staff as requested by DCFS. 

B. Post-Discharge Surveys 
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IA will conduct a post-discharge survey, approved by DCFS, with each youth at six (6) 

months, one (1) year, and two (2) years post-discharge from the program.  Based on DCFS 

approval and restrictions, as well as each youth’s communication preferences, IA will conduct 

surveys via mail, email, phone interviews, or other approved means.  Youth participation is 

voluntary; however, IA coaches will make at least three (3) attempts to contact youth for each 

survey.  As more thoroughly described in Section E.2F, youth are provided access to at least 6 

months of aftercare services and guidance from IA Coaches.  Additionally, youth are encouraged 

to maintain regular contact with their mentors and Coach as needed.  IA anticipates relatively 

successful completion of surveys. 

E.4 STAFFING……………………………………………………………………………………. 

A. Key Personnel 

Key personnel for this project include IA’s Contract Administrator/ Director of Programs, 

Assistant Director of Programs, 3 LifeBASE Coaches, Grants and Outcomes Manager, and 

Operations Manager.  In addition to overseeing and supervising this contract, IA’s Contract 

Administrator and Director of Programs (Leah Williams, LPC) plans, develops, implements, and 

assesses all IA programming, oversees high-level program reporting and fiscal management, 

maintains accurate records on program activities, participants, volunteers, and evaluations in 

accordance with IA policy, as well as directs and coordinates individual budgets for the position 

inclusive of monitoring of grant funds obtained and expended and meeting any requisite 

reporting requirements.  IA’s Assistant Director of Programs (Ardelia Rodgers, LPC) plans, 

develops, implements, and assesses all youth programs to maintain high-quality, youth-centered, 

and needs-focused deliverables, establishes and updates procedures, oversees and directs 

admission processes, and continually seeks opportunities to maintain and promote organizational 

and team health.  LifeBASE Coaches partner with youth as they transition into adulthood.  Key 
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tasks include completing youth intake and ongoing assessments, developing individualized 

Transitional Plans in collaboration with youth, and providing intensive case management, life 

skills group classes, and linkages to community resources.  All of the above mentioned positions 

assist in providing coverage and support for the 24/7 IA Residential On-Call Number.   

IA’s Grants and Outcomes Manager (Sydney Foster, LMSW) oversees our online data 

management system, Efforts to Outcomes (ETO), a case management and performance 

management system created by Social Solutions.  Additionally, this position is responsible for 

monitoring and developing program outcomes, preparing and managing grant progress reports 

(including quarterly and annual reporting), and ensuring data integrity in accordance with state, 

federal, and organizational policy.  IA’s Operations Manager (Sarah Smith) ensures all staff and 

youth have resources necessary for maximum efficiency and impact.  In addition to overseeing 

the distribution of the youth’s monthly stipend checks and saving process, other task areas for 

this position include project management, system management, facilities, supplies and logistics, 

and volunteer and relationship management.   

 Please refer to the Attachments B-H, included in the Technical Proposal Packet, for 

resumes and diplomas of individuals who fill the above mentioned key personnel positions. 

A. Background Checks 

IA places top priority on the safety and well-being of youth in our care, as reflected in 

Immerse’s policies and processes.  IA adheres to the State and Federal Standards for conducting 

Background Checks (including the AR Minimum Licensing Standard for Child Welfare 

Agencies), as well as the Runaway Homeless Youth Final Rule.  As such, all employees, resident 

assistants, mentors, host homes, and student interns, as well as volunteers (including IA Board 

Members) having direct and unsupervised contact, must complete and successfully pass the 

following background checks prior to having any direct and unsupervised contact with youth:  
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• Arkansas Child Maltreatment Central Registry Check- This will be completed as well as 

a registry check in any state of residence in which the person has lived for the past five 

(5) years and in the person’s state of employment, if different.  The check is repeated 

every two (2) years for all those who remain active.  For any person found to have a 

record of child maltreatment, IA will collaborate with DCFS to determine corrective 

action which includes but is not limited to counseling, training, probationary 

employment, non-selection for employment, or termination. 

• Arkansas Adult Maltreatment Background Check- This will be completed as well as a 

registry check in any state of residence in which the person has lived for the past five (5) 

years and in the person’s state of employment, if different.  The check is repeated every 

two (2) years for all those who remain active.  

• Identification Bureau of the Arkansas State Police Background Check- This background 

check will cover all convictions of offenses listed in Arkansas Code Annotated 9-28-409 

and is repeated every two (2) years for all those who remain active. 

• Federal Bureau of Investigation (FBI) Criminal Background Check (Fingerprint-Based)-

  Regardless of having resided in Arkansas in the last 5 years, all of the above mentioned 

persons are required to complete a FBI Criminal Background Check, including a 

fingerprint check. 

• Driving Record Check- All of the above persons must successfully pass a Driving Record 

Check, including Vehicle Safety Check, prior to transporting youth (and their dependent 

children) supported by IA.   

No person guilty of an excluded criminal offense will be permitted to have direct and 

unsupervised contact with youth or children supported by IA.  IA will immediately notify DCFS 

if any of the above mentioned persons is found to have a record of an excluded criminal 
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offense.  IA maintains updated files for all employees and volunteers (including Resident 

Assistants, Host Homes, interns, and IA Board Members having direct and unsupervised contact 

with youth and children).  All IA staff are required to provide copies of valid documentation 

verifying educational credentials and employment experience, as well as any professional 

licensing records, which remain in personnel files.  For all DCFS referred youth, IA will follow 

DCFS requirements for mentors matched with DCFS youth.  In addition, any contract employees 

or consultants who may have direct and unsupervised contact with youth, will also have to meet 

the requirements for the above background checks before initiating contact.  Vendors (i.e. 

HVAC, telephone/internet providers, etc) will be accompanied by IA Staff and are required to 

sign a Confidentiality Agreement if it is likely they would be around youth.   
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