Polus Center Shared Living

Protocols and Timelines for Evaluations: 2011
1. Households
a. Timeline: January-February 2011
b. Use “Household evaluation: shortened version”
c. Fill out form and meet with provider to review. Explain that this is a shortened version because the longer version was not completed in 2010. The longer version will be completed later in the year.

d. Make 2 copies – one for the person’s file in Clinton and one for Jan.
2. People we Support

a. Timeline: March – May, 2011
b. Use “Satisfaction Survey for People Supported in Shared Living”
c. Also fill out the accompanying form: “Interviewer’s Comments and Assessment”.  Please note the communication style of the person and how you interpreted his/her responses.
d. Program Directors or another responsible person should meet privately with the person and ask the questions. Do not have the paper in front of you. but rather engage the person in conversation and ask the questions in a natural way. Fill out the form at a later time.
e. Make a copy of the survey and assessment form and send them to Jan.  Place the original in the person’s file.
3. Guardians

a. Timeline: March - April
b. Use “Guardian Satisfaction Survey” (one page)
c. Mail survey to guardians with cover letter explaining the purpose of the survey.  Include return stamped envelope addressed to Jan. Let Jan know when you sent the letters out and to whom you sent them. She will follow up with people who have not responded.
d. Jan will copy surveys and send originals to Program Directors.
4. Provider Satisfaction
a. Timeline: May/June
b. Use “Shared Living Home Provider Satisfaction Survey”
c. Hand out or mail to providers with cover letter and stamped envelope addressed to Jan.

d. Include “Return by” date in letter.

e. Jan will make copies and send originals to Program Director.
5. Household Reviews
a. Timeline: May - July
b. Use “Shared Living Annual Household Review”

c. Program Directors fill out a form for each provider and set up a meeting to review it with them.

d. Reviews should be balanced and include positive aspects of the household as well as areas for improvement.

e. Jan, Michael and Theresa will offer feedback on households they have visited.  This information should be included in the evaluation.
f. Have providers sign the evaluation.

g. Program Directors should make 3 copies – one for the file, one back to the provider and one to Jan.
6. Follow Up – by September, 2011
a. Theresa, Jan and Laurie will review all evaluations and will summarize major findings, trends, etc.
