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Welcome to the Independent Living Housing Society

We are delighted to have you on board as an independent contractor providing Home Share
services. Home Share Contractors play an integral role in the lives of the individuals you
support, their families, caregivers, and the broader community. We thank you for taking on
this important role and trust that you will find it a rewarding experience.

ILHS Mission

To provide safe and
comfortable homes where
people with diverse abilities are
supported to achieve more
independent lifestyles.

ILHS Vision
My home, our community, a
world where everyone is
welcome.

ILHS Values

At the Independent Living Housing Society we value...
The rights of all people and strive to ensure they are understood and upheld.
Homes and workplaces that promote health, wellness and safety.

Homes and workplaces that provide opportunities for personal growth and
maximize individual potential.

Homes and workplaces founded on mutual respect, trust, open communication
and healthy relationships.

The recognition and celebration of individual and team achievements.
Continuous quality improvement.
Collaboration with like-minded agencies.

———

(lLHS)

good living starts with home
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ILHS...Building Capacity of Living Since 1976

ILHS was established in 1976
out of the need to provide living
situations for those who wanted
independence in a caring and
supportive home environment.

ILHS offers an option to those
who choose to be involved in
the decision-making process
their lives. At the Independent
Living Housing Society (ILHS),
we believe everyone deserves a
good home.

We provide supported living in
apartments, shared living arrangements, and a respite home, in addition to Home Share
coordination.

The Society’s work reflects the common philosophy of living with dignity and independence.
All individuals are encouraged to make choices and decisions that reflect their personal
interests and abilities.

ILHS is a non-profit organization run by a volunteer Board of Directors and has
been accredited by CARF since 2005. <\© EXC@//

CARF Accreditation S
X

In June 2005, Independent Living Housing Society was awarded its
first three year CARF Accreditation for its six homes. Since then ILHS
has been awarded additional three-year accreditation seals in 2008,
2011 and 2014.

CANADA
ACCREDITED

CARF is an independent, not-for-profit accrediting body whose mission is to promote the
quality, value, and optimal outcomes of services through a consultative accreditation
process that centers on enhancing the lives of persons served. ILHS has undertaken a
rigorous peer review process and during onsite visits we have demonstrated to a team of
CARF Surveyors that we are committed to meeting CARF’s Accreditation standards.
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About This Handbook

This Handbook is a guide to our contractual relationship and Home Share services. It is
meant to provide support and practical information to assist you in meeting your
responsibilities under the Home Share Agreement. It also includes important contact
information for you. Please read it carefully and let us know if you have any questions.

This Handbook is only meant as a guide, and is not intended to provide legal
advice or replace the language in the Home Share Service Agreement. If there
is any inconsistency between this Handbook and the Agreement, the terms of
the Agreement apply. If you need clarification on any of the terms of the Home
Share Service Agreement, we recommend that you speak to a lawyer.

Updates and revisions to this Handbook will be provided to you as needed.

Section A of this Handbook provides information about the Home Share Service
Agreement. It does not replace the wording of the contract. We encourage you to read your
Agreement carefully.

Section B of this Handbook provides some important guidelines and fundamental
principles that you are required to follow while providing Home Share services.

Section C of this Handbook includes an overview of the Home Share program and how
your service fits into it, as well as any special program expectations.

Section D of this Handbook includes some important resources to support your work.

TLHS Home Share Handbook
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Section A - Our Written Agreement With You

Part 1 - Our Contractual Relationship

You and ILHS have entered a contractual relationship. We both have legal rights and
responsibilities under the Home Share Service Agreement. These rights and responsibilities
may be enforced by a court.

The purpose of the Home Share Service Agreement is to set out our mutual obligations,

including the services you will provide, how much you will be paid, and how either party
may end the relationship.

Be familiar with your Home Share Service Agreement and the standards relevant to the
services that you are providing. Keep a copy handy for easy reference.

Part 2 — The Role of CLBC

The government regulates Home Share services in British Columbia through Community
Living BC (also known as CLBC). The diagram below shows how we work with CLBC:

We have both agreed (ILHS as the Agency and you as
the Contractor) that you will deliver the services under

the terms and conditions in our Agreement

We have the
Agreement

(ensy

ILHS

Independent
Living Housing Community The Home Share
Society Living BC (CLBC) Contractor
has final
authority

COMMUNITY LIVING
LTI COLUHBIA

O

CLBC oversees the Agreement as a condition of funding Home Share
services. They set the rates that ILHS can pay you, and they ensure
we are both meeting all requirements for the Home Share service.

TLHS Home Share Handbook
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Who is CLBC?

CLBC is a provincial crown Agency created under the Community Living Authority Act. CLBC
provides oversight and funding to support adults with developmental disabilities and their
families in British Columbia. CLBC funds Home Share services and is responsible for
ensuring that you and our Agency meet the Home Share standards and expectations.

What is the Agency’s Role?

ILHS is a service Agency that coordinates services and support for adults with
developmental disabilities. We have a funding agreement with CLBC. We enter a service
contract with you for delivery of the Home Share services.

Part 3 - The Different Parts of our Agreement

Each section of the Home Share Service Agreement addresses an important part of our
contractual relationship. The following offers a brief explanation of these sections:

1. The Schedules are part of the Home Share Service Agreement. They include a
description of the services and fees, as well as the standards and expectations that
you are required to follow when providing Home Share services. This Handbook is
one of the Schedules.

2. Terms in the Agreement that are capitalized (such as “Individual” and “Respite”)
have specific meanings that are set out in the Definitions section and Schedule A.

3. (a) You have been retained as an Independent Contractor, and not as an
employee or partner of the Agency. You control how, when and where you provide
Home Share services, and are responsible for complying with all applicable laws,
including human rights, health and safety, privacy, and Employment Standards
legislation. You are also responsible for complying with the Canada Revenue Agency.
You are not entitled to any benefits, payments or other rights afforded employees of
ILHS.

(b) You are required to satisfy certain Terms and Conditions both before and

during the Home Share Service Agreement, including:

» Meeting all requirements imposed by CLBC;

» Successfully obtaining the required credentials (including a Criminal Record
Check, proof of a valid Driver’s License and a Driver’s Abstract, motor vehicle
insurance, WorkSafeBC registration, First Aid and CPR certification, and a
physician’s clearance letter confirming your mental and physical fitness to work
with vulnerable adults);

» Confirming that you and anyone living in your home have reviewed and are
familiar with the written material we have provided to you.

Although you will typically provide us with proof of the above information, your
signed agreement with us gives us automatic permission and authority to
request this information about you, from third parties such as ICBC or other
authorities when required throughout our Agreement with you, so that we can
verifty these conditions are and continue to be met.

TIL.HS Home Share Handbook
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4. The Term of the agreement is for one (1) year, unless either of us decides to end it
sooner (see Section 10). Before the end of the Term, we may agree to extend or
continue the Home Share relationship.

Our goal is to have successful, long-term, and stable placements. Many of our contractors
enjoy lengthy and satisfying relationships with individuals sharing their homes. We review
and renew each year to be sure everything is still working well for both parties and that
changes in levels of support can met. It is a chance for all involved to reflect and make sure
the placement remains a good fit.

f

SN i,
S\ ¥ ! a

5. The Services that you have agreed to provide are described in the Home Share
Service Agreement, and Schedules including this Handbook. You are responsible for
providing the services in a way that complies with these obligations.

6. ILHS and CLBC have the right to Monitor and Review your services. This is an
important way for us to support you, and make sure that the individual is healthy
and safe. Our monitoring will involve:

» Meeting with you at regular intervals. During the first year, we will meet with you
more frequently — at 30 days, 90 days, and then quarterly. If we decide to extend
or renew our relationship, these meetings will take place approximately every six
(6) months.

» Arranging on-site visits to observe and provide support as needed.

» Consulting with the individual in your home.

» Reviewing the documentation that you provide us, including any Critical Incident
Reports, Quality of Life reviews, and any other reports or documentation.

If any concerns are identified, we will work with you to address them and make
changes as needed. Decisions about the renewal of the Home Share relationship are
based on our monitoring and evaluation. We will provide you with copies of the
monitoring checklists that we use.

TLHS Home Share Handbook
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7. From time to time, ILHS will require On Site Access to your home where services
are delivered.

> In most cases, we will give you at least eight (8) hours’ notice for routine
visits. Our practice is to schedule these visits so the time and day work for both
of us.

» Sometimes, we may require emergency access if we have reasonable concerns
about an individual’s health and safety. We are not required to provide notice in
these cases.

» You are also required to give access to accreditation agencies as part of our
quality control practices. In addition, CLBC may request a site visit. We will
provide a minimum of 24 hours of notice to you regarding Accreditation or CLBC
visits. We will accompany these visitors to your home but they or you may wish
to speak privately together.

Our Home Share Services are accredited by CARF, along with other programs in
our organization. CARF conducts on-site visits. They may want to visit your
Home Share Service as part of their survey of our agency. We can discuss this
in more detail when and if you are included in a site visit.

8. (a) There are several Reporting and Record Keeping requirements in the Home
Share Service Agreement. These include:
> Specific Occurrence Reporting, which helps us track disruptions in service.

This reporting is required within five (5) days of certain events, including when:

e The individual has declined any services (for example, has refused to stay at
the home or with an approved Respite provider);

e The individual has or will be away from the home for more than 30 days,
either consecutively or within a calendar quarter (even if with an approved
Respite provider).

> Critical Incident Reporting is required following any event that is detrimental
to the person being cared for, to you, or to any member of your household.

Please review our guidelines for critical incident reporting found in Section C.

> Notable Changes Reporting is required for any changes, such as a significant
illness in the household that could affect the individual and/or the Home Share
service, or significant changes to the individual’s level of ability, health or
behaviour. Note that you must have prior approval for certain specific
changes, including if:

e A new household member is moving in; or,

e You are considering adding any individuals to your home who require care or
support.

» Twice during the term, you are required to complete a Quality of Life Report to
describe the services you provided for the term.

» At the end of each term you are required to submit a document tracking the use
of Supports to Shared Living, if you receive that additional funding.

(b) You are required to keep records relating to the Home Share services, including
correspondence with the Agency and copies of the individual’s personal plan and care
plan or support guide, emergency information, a Home-to-Hospital form (if
applicable) and any applicable Health Plans or Protocols. See Section B - Part 3 of
this Handbook for more details on recordkeeping.
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10.

11.

12,

13.

14.

15.

Use of Personnel is permitted only for Respite (which is short term relief in
providing Home Share services). You are responsible for hiring and overseeing any
approved Respite providers, and to have a written contract with all Respite
providers.

The Home Share Service Agreement may be Terminated before the end of the one
(1) year term. In most cases, notice is required to terminate the agreement. If you
need to terminate the Home Share arrangement, you are responsible for providing
90 days’ written notice to the Agency. ILHS may terminate by providing you a
minimum of 30 days’ notice. However, termination for cause does not require any
notice. ILHS is responsible for paying you for services provided up to the date of
termination. You are not entitled to any additional payment, severance, or notice
because of the termination of the Agreement.

If a dispute or complaint is made, you are responsible for following the Dispute
Resolution process set out in the Home Share Service Agreement. We have created
a handy chart that you can use to help guide this process for you. You can find this
in Section D - Resources at the back of this Handbook.

All of the Fees that will be paid to you are set out in Schedule C of the Home Share
Service Agreement. The amounts set out in the Agreement compensate you for all
your expenses, including food, transportation and other costs. No other amounts will
be paid without the prior written consent of ILHS. The fee amount may be revised by
ILHS with 30 days’ prior written notice.

The Liability and Indemnity section describes your responsibility for injuries, loss

or damage relating to the Home Share service. You are required to give ILHS

prompt written notice of any claims made against you. If ILHS becomes liable for

claims that are your responsibility, you are required to repay (indemnify) the

Agency. This includes:

» Any breach of the agreement by you or a member of your household;

» Any payments required under the Income Tax Act, Workers’ Compensation Act,
Employment Insurance Act or Canada Pension Plan;

» Personal injuries or property damage to your home; or

» Any wrongful act or violation of the law (“torts”) committed by you or others in
your household in providing the home share services.

In addition, there is a Limitation of Liability of any
claim you may have against ILHS. Any claims cannot — :
be more than the Fees paid to you under the Home % ||
Share Service Agreement. . '

g 7

e ——
_—

You are responsible for ensuring that you have
sufficient Insurance Coverage. You may want to
speak to an insurance specialist to ensure that you are
sufficiently covered for any losses or liabilities that
may result from the Home Share Service Agreement.

(a) You may be covered under the CLBC Master Insurance Program, which is
subject to approval and is not guaranteed.

(b) You are responsible for obtaining a minimum of $2 million motor vehicle
insurance on any motor vehicle use to transport the individual.

TIL.HS Home Share Handbook
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16.

17.

18.

19.

(c) You are also responsible for obtaining WorkSafeBC (Worker’'s Compensation)
coverage in the form of Personal Optional Protection (POP). This insurance
covers income loss and medical costs for workplace injuries. You should
contact WorkSafe BC to register for this coverage, and can find more
information at worksafebc.com and in Section B of this Handbook

You are responsible for complying with the Confidentiality, Privacy and
Document Retention standards relating to the documents, reports and other
records relating to the Home Share Service Agreement, including storing personal
information in locked, secure locations. All documents, reports, and records about
the individual are the property of the Agency, and must be shared with (copied to)
the Agency within 30 days of collecting or creating these documents. You must keep
all records for a minimum of seven (7) years. No documents may be stored outside
of Canada, either physically or electronically.

Notices required under the Home Share Service Agreement will be sent to the
address in the Agreement. Please be sure to keep your contact information, including
name, address, email, telephone and fax number, up to date with the Agency.

The Home Share Service Agreement includes several General provisions relating to
various legal issues, including assignment, the Court’s jurisdiction, the rights of third
parties, and amendments. These provisions are important parts of the Home Share
Agreement and should be read carefully.

As part of signing the Home Share Service Agreement, you agree that you have been
advised to seek Independent Legal Advice. You acknowledge that you have read
the agreement, and are aware of its contents, and the rights, obligations and
remedies of both parties.

i G - LT
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Section B - Important Guidelines

Part 1 - Understanding Your Role as a Contractor

Follow Through
With Services

Comply With
Applicable Laws
& Policies

Maintain
Records

Report as
Required

eBe familiar with and deliver services as outlined in Schedule B of your Agreement.

eMake sure you are meeting the outcomes outlined in Schedule E.

eMake sure you follow through on any instructions we give you relating to services and
the individual.

eReport to us as soon as possible if you have any challenges in delivering these
services to the standards set out by CLBC (Schedule F) and in this Handbook.

eBe familiar with and follow all CLBC policies (Schedule G), laws, health & safety
standards, and regulations that relate to the services you deliver.

eMaintain all applicable licenses and permits for the services delivered.

eImmediately report to us if you have violated any policies, laws or regulations and/or
are under third party investigation related to these services.

eMake sure you keep and can provide records showing that you delivered and billed for
your services accurately.

eMaintain time records and books of account that meet Agency requirements and
maintain these records both during the Agreement, and for seven (7) years after the
termination of this Agreement.

eReview, clarify and follow through with all reporting requirements outlined in your
Agreement in Schedule H.

eSubmit reports in the format and time frame required.

eReport to us immediately any medical emergencies, critical incidents or any changes
in your circumstances that could impact the individual's service, such as someone in
your household being charged with a criminal offence or someone new living in your
household.

TLHS Home Share Handbook
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Participate in
Planning

Maintain
Certifications

Participate in
Monitoring &
Evaluation

Maintain
Confidentiality

Respect This
Agreement

eParticipate with us, the individual and their family and extended support network to
develop the guides, plans, or other resources outlined in this Handbook.

eUse these plans to guide your work & follow through on goals and actions arising out of
these plans.

eProvide services with skill and diligence, to best practice and health and safety
standards.

eSeek support from ILHS as needed to ensure you maintain these standards.

eMaintain required training including First Aid and CPR and Therapeutic Crisis
Intervention Training approved by ILHS (if needed by the individual served); this
applies to you and to any approved respite providers.

eParticipate in all competency based training as outlined in this Handbook.

eProvide access to your premises at reasonable times as outlined in Section 7 of your
Agreement.

eParticipate in routine monitoring of your Agreement and the services provided and be
open to any feedback provided.

eFacilitate opportunities as needed for Independent Living Housing Society staff or
designates to engage with the individual on site to observe, provide supportive
interventions and/or provide training support to you.

eParticipate in program reviews and evaluations as requested.

eTreat all information about the individual/family as confidential, and adhere to privacy
requirements even when you are no longer contracting with ILHS as outlined in
Schedule I and in Section 16 of our Agreement .

eEnsure that you do not release or disclose the contents of your Agreement with ILHS
without written consent from us.

+Fulfill the contractual obligations yourself. Any agreement to sub-contract these services
(including Respite) is not permitted unless approved by ILHS in writing.

*Make sure all individuals in your household follow this Agreement and meet all standards.

*Ensure your business does not engage in any services that might be a direct conflict of
interest between you and ILHS. When in doubt, talk with your Home Share Coordinator

TLHS Home Share Handbook
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What It Means to Be an Independent Contractor

Our Agreement states that you will operate as an independent contractor, not an
employee when delivering these services. Independent contractors are separate
businesses, organizations, or self-employed people. The definition of an independent
contractor is determined through several tests. Generally, if you control how, when and
where you carry out your duties, use space and equipment that you own, and have a
chance to make a profit or loss, you are an independent contractor.

\/Control: You control how you deliver the services, within the requirements set out in the
Agreement, and any arrangements made with the individual and their support network.
This means that ILHS sets the outcomes expected to be delivered under this Agreement
within the quality standards established by our Agency, CLBC, and any other government
bodies overseeing these types of services. You determine the process for meeting these
outcomes. Our services are person and/or family-centred so outcomes are guided by the
individual and their support network. When delivering these services, you are obligated to
adhere to the laws of BC, including but not limited to the Human Rights, the
Multiculturalism, the Personal Information Protection, and the Employment Standards Acts.

v'Your Space and Equipment: Unless otherwise agreed, you must provide the home, and
have access to a vehicle to deliver these services. You are also responsible for purchasing
the supplies and equipment needed.

v’ Opportunity to Make a Profit or Loss: ILHS service rates are set by CLBC so they are
standardized within the sector and consistent with rates offered by other agencies. It is up
to you to decide if you can operate comfortably within the rate before entering an
Agreement with us.

The BC Employment Standards Branch is responsible for determining who is an
independent contractor. If you have a question, refer to their fact sheet
provided with this Handbook, or contact them at: http://www.labour.gov.bc.ca/esb/

As a contractor, you are responsible for all payments associated with this Agreement. If
you have questions about your income tax status, we suggest you consult a tax
professional or accountant.

You will be paid as per your Agreement with us. You will not receive T4 slips from us and
we do not make any remittances to the Canada Revenue Agency on your behalf.

Upon request, you will receive a copy of the Government Master Insurance Policy as
outlined in Section 15 of your Agreement with us. This insurance is limited and it is
important that you consult an insurance professional to ensure you have adequate liability,
property, household, vehicle and other insurance. You are responsible for any damage
to your home or property that occurs while providing these services.

TI HS Home Share Handbook
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Mandatory WorkSafeBC Coverage
Coverage for You as a Home Share Contractor

All Home Share Contractors are required to purchase and maintain coverage under
WorkSafeBC. The Workers Compensation Act establishes a no-fault workplace accident
insurance plan. Home Share Contractors qualify for coverage through the Personal
Optional Protection (POP) option.

Coverage for Respite Providers You Hire Directly

If you contract with respite providers directly, the respite providers must also obtain
Personal Optional Protection (POP) coverage for themselves. If you hire respite workers as
employees, you may need to register as a small business employer. In either scenario,
respite workers must have coverage and you must be able to provide documentation of this
coverage. To find out more about coverage for your respite workers, we recommend you
contact WorkSafeBC directly to determine the appropriate coverage required.

Confirming Your Coverage

You are required to confirm your coverage with the Workers Compensation Board by
providing your registration number to the ILHS Home Share Coordinator. Following your
registration, ILHS will obtain updated clearance letters as part of our ongoing monitoring
process to ensure your premiums have been paid and are up to date. Be sure to consult
with WorkSafeBC prior to deciding on how you arrange your coverage. If you have any
questions about the content of the Agreement, you should clarify these before signing.

WorkSafeBC - Frequently Asked Questions for Support Living Contractors

Do I have to get coverage? Yes! It is a requirement of your agreement with ILHS to
obtain WorkSafeBC “Personal Optional Protection Insurance”. This insurance protects
you against income loss and enables eligibility for medical and rehabilitation services if you
are injured on the job.

How much does it cost? The amount you pay depends on the business you're in and the
coverage you’'ve purchased. Home Share Contractors are in the industry classification
“Hiring or Providing Companion Services or Domestic Child Care Unit,
(classification 764029)” if they share their home as a Home Share Contractor with no
more than two physically challenged or developmentally delayed individuals.

How do I apply for Personal Optional Protection?

1. Online at worksafebc.com

2. Download and complete the PDF form from worksafebc.com and submit it electronically
or follow instructions for mailing your application to them.

How do I confirm my coverage to ILHS, to meet my contractual obligations? Once
you have been approved for coverage, alert the ILHS Home Share Coordinator; they will
print a clearance letter showing your registration from the WorkSafeBC website.

What if I don’t make payments or cancel my coverage? The ILHS Home Share
Coordinator will monitor your status with WorkSafeBC. They will use the WorkSafeBC site
to verify your ongoing coverage. If you are not making regular payments, the clearance
letter will report that you are delinquent in your payments and you will no longer be
meeting your contractual obligations with ILHS. As outlined in our Agreement with you,
your Agreement could be terminated or suspended if you do not meet this obligation.
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Part 2 - Understanding Our Roles

As part of our Agreement with you, ILHS is obligated to provide you with:

Support Resources Monitoring Payment

Assistance,
training and
advice on matters
related to the
services you are
providing

Access to books,
videos, materials
and workshops

Up to date
guidelines and
service standards.
Notification of any
changes that
could impact you

Pertinent and timely
information about
the individual and

family including any

support, care, health
or personal plans

Monitoring and
evaluation of the
services you are

providing to
ensure standards
and guidelines are
followed

Regular contact
with you to
support you in
providing effective
services to the
individual

Payment for
services as
agreed in the
contract
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Part 3 - Fundamental Principles Guiding Your Work

Communication

Open and regular communication is the key to successful relationships with both ILHS and
with the individual and their family or network, no matter what service you are providing.

As a contractor, you are accountable to both ILHS

and the individual (and family if applicable)

whose support you are providing. To help

facilitate effective communication, both ILHS and

you, as the contractor, must commit to:

» Keeping each other up to date about any plans
or changes that could impact the service or

Individual
ndé\:—:gua the individual or their family;

Family > Maintaining regular informal contact to
\ - anticipate and prevent problems;
» Share any successes or progress made so we
can all celebrate!

- - - 1 4 » ’!_ !_ —- _
other ‘in the know helps us all do -

Keeping each
)Ing each C sl
e rting the individual.

better job suppo

ILHS facilitates and supports communication in many ways. We provide conflict resolution
or facilitation if communication has become difficult, or there is an issue to be resolved.
ILHS also emails out information on a regular basis to both families and Home Share
Contractors, including program updates, newsletters, and information on professional
development and training opportunities.

Language

The perceived value or worth of an individual can be affected by the language used by the
people around them. For many years, people with disabilities have been identified by their
disability first, and as people second. They have often been described as helpless victims to
be pitied and cared for, or feared and ignored. Words that are negative, depersonalizing,
stereotypical and sometimes offensive have often been used.

It is important to use language, both written and verbal, that enhances dignity and
engenders respect for all individuals. Below are some basic principles to follow when
talking with and about people with disabilities. You can find more detailed information on
the website http://www.esdc.gc.ca/eng/disability/arc/words_images.shtml

nguage in a way that js

Take time to frame your la e

respectful and enh
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T

vPut people first, and disability second - Instead of disabled person or defective child,
use person with a disability or child with an impairment.

v Avoid using depersonalized disability or medical diagnosis as a label for a
person - Instead of globally describing groups of people as “the developmentally
disabled,” “the retarded,” “the learning disabled,” “invalids,” or “epileptics,” use people
who have developmental disabilities, child with a learning disability, someone with a
mobility impairment, or someone with epilepsy.

vUse emotionally neutral expressions - Instead of saying someone is suffering from or
afflicted with cerebral palsy, or is a stroke victim, say they are a person with cerebral palsy
or someone who has had a stroke.

vEmphasize positive abilities, not limitations - Rather than saying that someone is
confined to a wheelchair or housebound, say that they use a wheelchair or they are
taught at home. Don’t use terms such as able-bodied or normal in contrast, as they imply
that the person with a disability is abnormal.

v'Use words to empower and value people as contributing community members -
Avoid referring to people as family burdens or problems who need placements, case
management, and professionals to make decisions for them. Talk about individuals and
families who have strengths, support needs, preferences, cultural beliefs and personal
goals, and who face challenges.

v'Avoid offensive words - Words such as cripple, retard, moron, deformed and mongoloid
are offensive and derogatory. Use person with a limp, person with a developmental
disability or child with Down Syndrome instead.
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Conflict Resolution

Sometimes differences of opinion or other conflicts arise. The best way to prevent them is

through frequent and frank communications. Don't let little things that are bothering you

go by. Be proactive. Bring them up in a non-accusing way, using problem-solving

techniques such as:

v' Always talking to the person you are having the problem with first. Don’t gossip about
the problem with others.

v' Giving the person a chance to state their side of the story and trying to understand their
perspective.

v Listening actively and looking for ways to resolve the situation.

These practices can often lead to a simple solution that prevents the problem from
becoming bigger and adversely affecting your relationship with the individual and/or family.
Often finding a mutual solution to a difficult situation helps to build trust and strengthen
your relationship. If you cannot solve the problem yourself, contact your ILHS Home Share
Coordinator. We can provide conflict resolution support.

Keeping Records
For Each Supported Individual

You are expected to keep a file with information needed both to provide service and to live
up to the obligations of being an independent contractor. This file should include copies of
the individual’s most recent personal support plan or support guide, emergency
information, and any applicable health care plans and protocols. Make sure that you do not
keep highly sensitive personal information in these files once it is no longer needed;
forward it to ILHS for retention in the individual’s central file.

For Services Provided and Obligations Fulfilled

We advise that you keep copies of all correspondence with ILHS and the individual you
support, and all documentation showing that you have fulfilled your contractual
requirements (for example, First Aid certificates). It is also a good idea to keep a detailed
record book showing all contractual arrangements, licenses and permits.
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Confidentiality and Privacy

Individuals receiving service as well as their family members have the right to have
personal information about them treated in confidence. This includes medical,
psychological, financial, employment and educational information. This obligation
continues indefinitely, even after the service relationship you have with them is
over.

You should not provide personal or sensitive information about the person you are caring
for to people outside ILHS, without the individual’s consent. In the case of a child or an
adult who is not making their own decisions, this consent must come from the family or
representative. This applies to photos and names, as well as written reports or other
information. Keep such information in a private and secure place in your home, separate
from your own personal information, and where it cannot be accidently seen by others.

Before exchanging any personal information, you must also have approval from
the individual and ILHS.

rgencies and Consent

€ may be unexpected circumstances when you must release the
idual’s personal information, such as during a medical emergency. ILH
identify who is legally able to give consent for the individual if they are
to consent directly. If the person is unable to provide consent at the ti
e emergency, share only what is necessary, use appropriate language,
the advance written permission of the individual or ILHS for these ty
ency situations. Note: Individuals or their legal representative mus
horization for Release of Information” with ILHS to authorize trea
f a medical emergency. Make sure you have a copy of this for

Different individuals need different levels of support to provide consent or share
information. For example, an individual may do her own banking, but you may need to take
them to the bank, help them fill out the forms, and keep track of which bills to pay at what
time. Or you may deal with the parent, in a situation where the parent has Committee of
Person (legal authority to make decisions on behalf of another). Such requirements should
be explained in the individual’s care plan. Always make sure you understand the legal
status of the individual you are supporting, and contact ILHS if you do not know or feel you
are being asked or expected to do things not provided for in the care plan.

More About Consent

It is important to understand that individuals or their legal guardian must provide written

consent in the following areas:

> Consent for the Collection and Release of Information required to maintain records, as well
as permission to share information about the individual as needed for providing appropriate care;
this consent details what information can be collected, and with whom it can be shared.

> Consent for Health Care Support authorizing treatment in the case of a medical emergency.

» Consent for Finances that clarifies if ILHS or the Home Share Provider has any responsibility
for the person’s funds. Written protocols will be established and followed for any individual that
receives support with their finances.

ILHS will provide the Home Share Contractor with a copy of the form used to confirm
consent in all these areas.
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Supporting Successful Placements: Our Monitoring and Review Process

Our monitoring and reviews are an important way we support you to have a successful
Home Share experience. It is also our way of making sure the individual you have
welcomed into your home is healthy and safe and that you are meeting the standards and
expectations of our Agreement with you.

ILHS is responsible for regularly monitoring the services you provide. This is a great way
for us to keep in regular contact with you, to:

> offer support and exchange updates;

> make sure that all is well with the health, safety and well-being of the individual(s) you
are supporting;

ensure you are following through in meeting your contractual obligations;

ensure we are following through in meeting our contractual obligations;

provide an opportunity to connect and resolve any concerns.

ur monitoring will involve:
meeting with you at regular intervals, at mutually agreed upon times and frequency, but
including no less than one monitoring visit after 30 days, 90 days, and then quarterly in
the first year of our Agreement, and then at least twice annually afterwards;
» arranging on-site visits to observe and provide support as needed;
» consulting with others providing supports to the individual such as day program staff or
employment support services staff;
» consulting with the individual and their family or team;
» checking that required training and certifications have been completed and any new
training needs are identified and addressed;
> reviewing any documentation you have provided, including Critical Incident Reports and
any other information or records.

VO VVYVY

actor Responsibilities:

ide access to documents;
ide access to the individual, any persons residing at the home and al
onnel;

ide explanations requested by CLBC or the Agency;

ipate in an annual program review in the format instructed by the
Y.

If there are concerns that you have or that we have about the services you are providing,
we will work with you to try to address them and make changes as needed.

Considerations about Agreement renewal will be based on our monitoring and evaluation.
Your participation in these processes is important. The safety and well-being of the
individual(s) served always guide our decisions.

We will provide you with copies of the monitoring checklists we use.

actices are designed to

Our monitoring and evalua tion pra
uality care.

support you in providing high q
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Section C - Home Share Program

Part 1 —About Home Share

Home Share Program Overview

Home Share is funded by Community Living British Columbia (CLBC). It is intended to
provide safe, nurturing community-based shared living arrangements for adults with
developmental disabilities. In this Handbook, we call the person receiving Home Share
service “the individual.” Home Share is provided through contractors such as you, who
welcome an individual into your home, share your space, responsibilities, and sometimes
your family. Many of these individuals have family and/or extended support networks, who
may also be involved in their lives. Some people choosing this living option are unable to
make some decisions on their own, and may have a parent acting as a Committee, or a
Representative under Adult Guardianship legislation.

Home Share arrangements vary - depending on your situation and the unique needs of the
individual you are supporting. Most arrangements involve an individual and a Home Share
Contractor sharing an apartment or house. Some involve a whole family supporting an
individual, with one family member being the primary Home Share Contractor. Whatever
your arrangement, we thank you for taking on this important role and trust that you will
fin