Section VI
2015 Department on Aging
Program Service Guidelines/Specifications

Service Delivery Guidelines

Applicants for Department on Aging funding to provide Coordination of Neighborhood
Services must comply with and incorporate the following guidelines in their proposed program.

Where indicated in bold type, applicants must include a description of how they will meet
specific guidelines in the appropriate section(s) of Exhibit I, Description of Proposed Programs

and Services.

Should an applicant be chosen to provide Coordination of Neighborhood Services, these
Guidelines will be incorporated by reference in any contract between the applicant and
Milwaukee County and shall serve as requirements for the provision of services under such

contract.

1. Program Activities County Wide

a.)

b.)

d.)

Applicants must describe how they intend to plan, coordinate and enhance the
voluntary outreach and supportive services provided to older adults by
neighborhood and community organization, including religious congregations.
Applicants must describe how they will move toward creating neighborhoods of
connection as demonstrated through Connecting Caring Communities. Such
services are to include: identification of homebound, vulnerable older adults in
need of supportive services; determination of specific services needed; provision
of needed services or referral to appropriate agencies to provide these; and follow-
up to see if needed services have been provided. (Section 11, Part 2 and 8 of

Exhibit 1)

Applicants must describe how they intend to increase the ability of neighborhood
and community groups, including religious congregations and volunteer
organizations, to utilize private resources, (foundation, businesses, etc.) to provide
needed supportive services to older adults. (Section 11, Part 2 of Exhibit I)

Applicant must clearly describe how they intend to develop the role and the

ability of Milwaukee County’s religious congregations to improve the quality of
life for older adults. (Section 11, Part 2 of Exhibit I)

Applicants must describe a process which will identify, in order of the need, those
programs and services that may best be implemented through neighborhood and
volunteer community resources, and what steps the applicant will take to
encourage the provision of these services and coordinate neighborhood
connections. (Section 11, Part 2 of Exhibit I)




f)

Applicants must describe the extent and nature of the outreach and direct
supportive services that will be provided to older adults as a result of the
applicant’s activities under this program. The description must include activities
that will be performed by the applicant and how such services will be provided.
(Section 11, Part 2 of Exhibit I)

Applicants must clearly describe how they will facilitate and promote outreach
activities and direct supportive services to isolated older adults who have the
greatest economic and social need as defined by the Older Americans Act of
1965. The Act defines these terms as follows:

“The term ‘greatest economic need’ means the need resulting from an
income level at or below the poverty levels established by the Office of
Management and Budget.”

“The term ‘greatest social need” means the need caused by non-economic
factors which include physical and mental disabilities, language barriers,
and cultural, social, or geographical isolation, including that caused by
racial or ethnic status which restricts an individual’s ability to perform
normal daily tasks which threatens such individual’s capacity to live
independently.” (Section 11, Part 2 of Exhibit I)

g.) The applicant agency shall describe how, with the consent of the older adult or his/her

representative, conditions, which place the older adult in danger, will be brought to
the attention of appropriate officials. (Section 11, Part 8 of Exhibit 1)

The applicant agency must clearly describe their emergency plan for maintaining the
provision of services to older adults through the program in the event of emergency.

Program Outcomes:

The 2015 outcome for this applicant agency is that older adults have an increased
opportunity for services that allow them to remain independent within the community
and increased social inclusion. The outcome will be measured with annual client
satisfaction surveys. The agency will be responsible to distribute these surveys as
well as have the responsibility to collect the data. MCDA contract staff will provide
technical assistance and calls as needed. At the conclusion of the survey and data
tabulation the results will be reported directly to MCDA contract staff.

Unacceptable Program Activities

a.)

Activities, which violate any provisions of a Department on Aging contract or these
Program/Service Guidelines.

b.) Activities unrelated to serving older adults.

Initiation and Termination of Services

a.

b.

A potential or currently eligible client will initiate services or request for service or an
agency by initiating a referral.

Services will be terminated when the initial request for service has been satisfactorily
met, when agency staff determines there is no longer a need for service or when the
need is met through some other source



10.

Eligible Clients

a.
b.
C.

d.

Clients must be 60 years of age or older and live in Milwaukee County

All clients must be in need of service as determined by agency staff.

Priority must be given to older adults having the greatest economic and social
needs as defined by the Older Americans Act.

For services under the Coordination of Neighborhood Services program, clients
must live in the designated target areas of each respective neighborhood area.

Generation of Clients

Applicants must clearly describe how they will generate eligible clients for their proposed
program. (Section 11, Part 2 of Exhibit I)

Service Delivery Follow-Up

Applicants must clearly describe how they will follow up service delivery to determine
whether client needs have been met. (Section I, Part 7 of Exhibit I)

Program Personnel, Training and Equipment

a.

Applicants must submit job descriptions or all positions receiving full or partial
Department on Aging funding, including title of position, brief summary of
duties, annual salary and number of hour worked per week (Appendix | of
Exhibit I).

Personnel funded wholly or in part by MCDA must spend a percentage of their
time on contract related activities equal to the percentage of their compensation
paid with MCDA funds.

Applicants must clearly describe how personnel will be trained in the special
needs of older adults (Section 2.0, 3 of Exhibit I)

As part of ongoing training, all program personnel must participate in regular staff
meetings to remain informed of overall program activities and developments.

Program Organization

a.

Applicants must clearly identify the individual(s) within the program and/or
agency who will be:

1) Responsible for overall administration of the program,

(2 Authorized to sign for the agency and the program,

(3)  Authorized to receive checks for the program,

4) Responsible for fiscal and budgetary matters,

(5) Responsible for data reporting and monthly reporting forms,

(6) Responsible for handling chief complaints

Applicants must clearly describe the lines of responsibility within the program
and the relationship of the program to any parent agency.

Program Service Coordination

a.

The provider must coordinate this program with other services it provides to older
adults. Applicants must include a list of other services they provide to older
adults and describe how coordination will take place.



b. Providers must coordinate this program with services to older adults provided by
other agencies. Applicants must include a list of other agencies with which the
proposed program will coordinate and describe how coordination will take place.

C. The provider must be willing to co-locate services at facilities designated by
MCDA.

11. Reimbursement
Services provided under this program will be reimbursed on the basis of actual costs as
identified in the approved budget.
12. Reporting and Billing Requirements
Providers must submit a monthly bill for services provided and appropriate
service reports to MCDA by the fifth working of each month.

All providers will be required to implement or use the National Aging Program
Information System (NAPIS), to fulfill state and federal reporting requirements.

13.  Contributions
The applicant agrees to provide clients who are served through (MCDA) funding an
opportunity to make a voluntary contribution toward the cost of services. Applicant must
submit their contribution policy.

The applicant agrees that any revenue received from voluntary contributions, which is
attributable to a MCDA funded service shall be used to expand the program activities
identified in these guidelines.

(Section 11, Part 2.D. of Exhibit I and provide Appendix 7 as required)

14. Insurance Requirements/Specifications

“Applicants must maintain minimum insurance coverage determined by the Milwaukee
County Risk Manager in the following areas:
(1) General liability;
(2) Automobile liability;
(3) Employers liability;
(4) Workers compensation;
(5) Waiver of subrogation for workers compensation in favor of
Milwaukee County;
(6) Comprehensive Crime/Employee dishonesty;
(7) Milwaukee County Department on Aging as additional insured for
general liability;
(8) Milwaukee County Department on Aging as additional insured for
automobile liability;
The Department on Aging will not award a contract unless the applicant secures
adequate coverage, as defined by County, provides certificate(s) of insurance
that includes all items listed above.”

Bonding Requirement
$10,000 or 10% of contract amount, whichever is greater, through either a fidelity bond
or as part of comprehensive crime coverage; for agencies with multiple contracts,
coverage must be based on the dollar amount of the largest contract.






