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Section 1 — C.A.R.S. Locations

C.A.R.S. Corporate Office “Parke Center”— Rockville, IN — Parke County
e 201 North Dormeyer Avenue — Rockville, IN 47872 - - - - (765) 569-2076

C.A.R.S. Dayv Service Locations

“Clay Center”— Brazil, IN — Clay County
o 800 West Jackson Street — Brazil, IN 47834 - - - - (812) 446-2566

“Muncie Center”— Muncie, IN — Delaware County
o MadJax Building — 515 E Main Street — Muncie, IN 47305 - - - - (765) 282-9335

“Shawnee Center”— Attica, IN — Fountain County
o 45 East 650 North — Attica, IN 47918 - - - - (765) 762-6791

“Terre Haute Center”— Terre Haute, IN — Vigo County
e  Schulte Building — 2901 Ohio Blvd — Terre Haute, IN 47803 - - - - (812) 776-6112

Hours of Operation / Observed Holidays
C.A.R.S. Locations (as identified above) are open Monday through Friday 8:00am to 4:00pm
(Eastern Time) throughout the year.

C.A.R.S. Locations (as identified above) are closed in observance for the following 8 holidays:

e New Year’s Day - Thanksgiving Day

e Memorial Day - Friday after Thanksgiving Day
e Independence Day - Christmas Eve

e Labor Day - Christmas Day

Closings — Inclement Weather
If a Snow Emergency is issued and roads are closed in the county a C.A.R.S. Location (as identified
above) is located in...that location will automatically be closed.

e C.AR.S. will NOT use News Broadcasts, Radio or Facebook to post closings or delays.
e The decision whether to close or delay a C.A.R.S. Location will be made by 7:00am

Section 2 — Participation in Services

Admission Criteria
In order to receive Waiver Services or Group Home Services through the Bureau of Disability
Services — you must meet BDS Eligibility Criteria:
Disability originated before age 22
Disability expected to continue indefinitely
Have a physical and/or mental impairment — other than a sole diagnosis of mental illness
Have an impairment which requires intensive, rehabilitative services which lead to greater
functional independence
e Have substantial limitations in at least three of the following:

o Self-care Language Learning

o Mobility Self-direction Capacity for independent living
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In order to receive Employment Services through the Office of Vocational Rehabilitation — you must
meet VR Eligibility Criteria.
e Have a physical or mental impairment
e The physical / mental impairment constitutes or results in a substantial impediment to
employment
e You require Vocational Rehabilitation services to prepare for, enter, engage in, or retain an
employment outcome consistent with your abilities, capacities, career interests, and informed
choice

Once you are determined eligible through the BDS / VR Office — you must meet C.A.R.S.
Admission Criteria.

e Must be at least 18-years-old

o 17 years of age or under must be approved by the CEO or Designee
e Have consent and support of your legal guardian (if applicable)
e Must be of sufficient mental stability and/or physical health so as not to endanger the life or
well-being of yourself or others
e Must have a funding source for C.A.R.S. Services (Waiver, State Line Item, Voc. Rehab.)

If your BDS eligibility is pending (or) if you are not found eligible by BDS but you are still
interested in C.A.R.S. Waiver Services — you may set up a Private Pay Contract with C.A.R.S.
e You will be responsible for paying for your services out of your own pocket.
e Private Pay rates are based on the most current Medicaid Waiver Rates.
e Private Pay Contracts are set up to cover 3 to 12 months of service.
o Contracts are reviewed, updated and renewed at the end of the contract period.

Participation in C.A.R.S. Services
Participation in C.A.R.S. Services is voluntary. In order for you to be successful at C.A.R.S., you
will have a team that will work with you. This is your IST team (Individual Support Team).

Your IST team includes you, your family, your case manager, your VR counselor, providers you
receive services from and other important people in your life. Your team also includes C.A.R.S.
management staff members that works with you.

Your “team” will help you develop goals and plans that you will work on while participating in
C.A.R.S. Services. C.A.R.S. staff will be responsible for providing you with training opportunities
needed to meet the goals in your plan. You are responsible for participating in training opportunities
available to you.

The Staff that Works With You
You have a right to know information about the staff that is working with you.
e Ifat any time you would like to participate in the selection process of hiring a new staff
person, contact your Supervisor or Program Director.
e Arrangements can be made for you to be active in the selection process when hiring staff that
will be working directly with you.
o Participation may include but is not limited to: sitting in on an interview or being
introduced to an applicant and giving your opinion of that applicant.
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e C.A.RS. staff are qualified and trained to provide the services you are receiving. If you
would like to know more about the staff that is already working with you, feel free to ask
staff questions regarding their work history, education and how long they have been with
C.ARS.

o Staff is not required to answer any personal questions regarding their family, living
environment, health, medical history, how much money they make at C.A.R.S., etc.

e If you are having problems with direct care staff or any C.A.R.S. employees — you can
contact and talk with the Quality Assurance Coordinator, Program Director, Human
Resource Manager, Director of Operation and/or the CEO.

Your Master File

C.A.R.S. is required to maintain a “master file” on you that includes, but is not limited to...
Referral information / Funding information

Medical information / Financial information

Meetings / Your individual goals, objectives and plans

Forms and Releases you sign during your participation at C.A.R.S.,

Your master file is an electronic file that is stored on a secure server. If you or your legal guardian
would like to review your master file — talk with your Supervisor.

Ending Services
Since your participation in C.A.R.S. services is voluntary — you may choose to end services at any
time.
e When possible, you are asked to give a two (2) week notice of your intent to exit services.
o This will give C.A.R.S. time to assist you with your transition.

e Ifyoulive in a C.A.R.S. Group Home, the BDS Service Coordinator must approve your
decision to move out of the home.

e Before leaving, an Exit meeting maybe held to talk about your needs for the future, your
satisfaction with C.A.R.S. services, and your interest for follow-up.

e C.A.R.S. has the right to terminate your services for reasons such as: lack of participation,
poor health and/or behavioral problems.
o Ifyou are terminated from services, C.A.R.S. is required to give you a 60-day written
notice.
o You will be allowed to continue services throughout the 60-days or until you find a
new provider.
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Section 3 — C.A.R.S. Services

DHG / DHI — Day Habilitation Services - - - (FS and CIH Waiver)

e Day Hab Services are center and community based. Day Hab Services provides
opportunities for adults with developmental disabilities to increase their independence in
areas such as daily living, personal health and safety, socialization, communication,
education, recreation, and skills exploration within a meaningful, practical and fulfilling
day. This program helps individuals develop connections and networks in the community.

Art Studios — Beyond ICAN (and) Clay Creations
¢ Beyond ICAN (BIC) and Clay Creations (CC) is an art program used to enhance Day Hab
Services. BIC/CC is dedicated to enriching the lives of individuals through the experience of
running their own business, from artistic design & production to marketing & sales. Artisans
can work in their own unique way & take pride in their work accomplishments & giving to
their community.

PAC —Participant Assistance & Care Services - - - (FS Waiver Only)

e PAC services are home and community based. PAC services support and enable individuals
in activities of daily living, self-care, and mobility with hands-on assistance, prompting,
reminders, supervision, and monitoring needed to ensure the health, safety, and welfare of
the individual.

RSP — Respite Care Services - - - (FS and CIH Waiver)
e Respite Care services are home and community based. Respite services provide individuals
unable to care for themselves that are furnished on a short-term basis because of the absence
or need for relief of those persons who normally provide care for the individual.

RHS — Residential Habilitation & Support Services - - - (CIH Waiver Only)
e RHS services provide opportunities to develop independent living skills in the areas of
cooking, self-medication, money management, socialization, behavior management and
community. Individuals within this program lives independently or with their family.

WELL — Wellness Coordination - - - (CIH Waiver Only)
e Wellness Coordination provides the development, maintenance and routine monitoring of the

individual’s wellness coordination plan and the medical services required to manage their
health care needs. CIH Waiver only.

SGL — Group Home Services
e Group Home services provide opportunities to develop independent living skills in the areas
of cooking, self-medication, money management, socialization, behavior management and
community. Individuals within this program lives in a group home which provides 24/7
supervision.

ES — Employment Services

e Employment Services provides employment consultants to support individuals who have a
range of disabilities, in obtaining and maintaining community employment. Employment
Specialists match client skills and abilities with the needs of employers in the
community. The employment specialists make contact with potential employers; assist the
individuals in the interview, hiring and training process and then provide follow-up services
as needed to assist individuals in maintaining successful work experiences. Services may
include evaluation, job placement, job coaching, on-the-job training and skills building.
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Pre-ETS — Pre-Employment Transition Services
e Pre-Employment Transition Services (Pre-ETS) is to ensure students 14-22 years of age have
access to meaningful career planning in order to help with the seamless movement from high
school to employment or post-secondary training. Students must have an IEP or 504 plan.
Services include; job exploration counseling, work-based learning experiences, counseling
regarding opportunities for post-secondary education or training, workplace readiness, and
instruction in self-advocacy; working with selected school systems.

Section 4 — C.A.R.S. Policies

The following are “key points™ to policies that can be found in the Employee Manual and/or within a
C.A.R.S. Policy
e If you would like to review the complete policy — please contact the Quality Assurance
Coordinator at Parke Center. 765-569-2076 ext. 1003 / hleach@cars-services.org

e C.A.R.S. strives to accommodate to all reasonable requests electronically or in paper format.

Confidentiality
It is C.A.R.S. policy to adhere to all federal, state and local laws pertaining to the privacy and
security of sensitive and personal health information.

e Each C.A.R.S. employee signs a Confidentiality Agreement stating they will not disclose
information about you to anyone.

Protection of Rights
It is C.A.R.S. policy to protect and ensure your rights. These rights are monitored by a Human
Rights Committee (HRC).
e The HRC Committee meets on a regular basis and approves policies and/or individual plans
to ensure your rights are protected.

e The HRC Committee consists of people selected according to the state and federal HRC
committee guidelines with various backgrounds and areas of expertise.

Advocacy — Guardianship / Emancipation
It is C.A.R.S. policy to respect your rights and the choices you and your guardian make.
e C.AR.S. will request a copy of the following documentation for your master file...
o Legal guardianship / Power of Attorney documents
o Medical Power of Attorney (or) Health Care Representative documents

e [f guardianship was established before you turned 18 years of age — the guardianship will
automatically be dismissed on your 18" birthday (unless otherwise noted on guardian
documents).

o If guardianship needs to be re-established after you turn 18 years of age — a lawyer
will need to be contacted to obtain guardianship through the court system.
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Injuries
All injuries are to be reported to C.A.R.S. immediately — no matter how small the injury.
e You are encouraged to keep C.A.R.S. informed about your health, safety and medical issues.

e Depending on the information you disclose, C.A.R.S. may be required to submit a state
report regarding issues that may include but is not limited to:

Illnesses / Injuries that have occurred at home, work, in the community or at C.A.R.S.

Scheduled medical procedures at the hospital

ER visits to the hospital

Long term illnesses

Medication errors

Actual or alleged Abuse, Neglect and/or Exploitation

O O O O O O

Smoking / Tobacco Products
All C.A.R.S. Locations and agency vehicles are tobacco / smoke-free.
e Tobacco / Smoking use must be 8-feet away from the entrance of a building.
e Tobacco products may include but is not limited to:
o Tobacco cigarettes - Electronic cigarettes -Vapor cigarettes
o Chewing tobacco - Cigars - Pipes

Contagious Conditions / Parasites
While participating in services, if you are suspected of having a contagious condition or are
suspected of having an issue with a parasite, arrangements can be made for the Agency Nurse to
complete an examination on you.
e Depending on your condition, your services may be suspended and you may be required to
obtain a doctor’s release before returning to services.

e (Conditions & Symptoms may include but is not limited to:
o High Fever / Vomiting / Diarrhea / Severe Flu symptoms
o COVID / Strep Throat / “Mono” / Chicken Pox / Measles / Hepatitis
o Pink Eye / Poison Ivy / Ringworm / Impetigo

e Parasites may include but is not limited to:
o Head Lice / Body Lice / Pubic Lice / Mites / Scabies / Bed Bugs

Health Service Release
It is C.A.R.S. policy to assist you in caring for your medical needs as independently as possible
while still protecting your safety and the safety of others.
e Upon enrolling in C.A.R.S. services you are asked to sign a Health Service Release. This
release...

o Gives C.A.R.S. permission to administer First Aid, CPR, call an ambulance and/or
assist with transportation to a medical facility.

o Informs you that if you verbally or physically threaten to harm yourself or
others...C.A.R.S. has the right and legal responsibility to contact your IST team as
well as the local authorities which may include...Police Department, Sheriff
Department and/or local Mental Health Services.

C.AR.S. Handbook
Updated 2/18, 4/19, 1/20, 4/22, 12/23, 1/25, 1/2026



Drug-Free Workplace Policy
C.A.R.S. has a standard of conduct that prohibits the unlawful possession, use or distribution of
illicit drugs and alcohol on C.A.R.S. property or as part of C.A.R.S. activities.

e Participants of C.A.R.S. Services are NOT allowed to have alcohol, illegal drugs, guns
and/or weapons on C.A.R.S. property.
o Ifthere is reason to believe you have any of these items, C.A.R.S. will have the right
to search your purse, backpack, clothing, locker, etc. in your presence.

Cultural Competency & Diversity Policy
C.A.R.S. has the understanding that diversity includes all differences, not just those that indicate
racial or ethnic distinctions.

e C.AR.S. is committed to continue to meet the needs and expectations of an increasingly
culturally and ethnically varied population through quality services.

Non-Discrimination Policy
It is C.A.R.S. policy to not discriminate on basis of disability, race, color, religion, gender, national
origin, sexual-orientation, cultural beliefs or age in any of its activities including admissions, access
to services and employment.

Policy on Becoming a C.A.R.S. Employee
It is C.A.R.S. policy to support the hiring of individuals with disabilities as an employee of the
organization.
e Ifyou are interested in becoming an employee at C.A.R.S., you will need to fill out an
application for employment.
e Ifyou are hired as a C.A.R.S. employee...
o You may be required to participate in a C.A.R.S. new employee orientation program.
o You will be given a C.A.R.S. Employee Manual that will be explained to you as it
pertains to you.

Sexual Harassment

It is 1llegal for anyone (male or female) to sexually harass another person. Sexual harassment comes

in many forms. Some examples of sexual harassment are:

Demanding sexual favors in exchange for benefits

Displaying sexually related objects, pictures, posters, magazines, or calendars

Using names to put down males or females (babe, honey, dear, hunk, stud)

Continually telling jokes about sex, or using sexual language and behavior, such as

inappropriate looks, or talking about a person’s body, sex life, or sexual behavior in general

e Harassing comments, name calling, gossip, or questions consistently targeted at only males
or at only females, even if the content of the verbal abuse is not sexual

e Physical contact such as “accidentally” brushing against another person’s body, squeezing,
hugging, pinching, kissing, or rubbing / touching another person without their permission

If you believe you have been the subject of sexual harassment, please contact your Supervisor,
Program Director, CEO, Director of Operations or Quality Assurance Coordinator. (765) 569-2076.
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Transportation
e C.A.R.S. utilizes agency vehicles to help you access your services and the community.

e At times, staff will utilize their personal vehicle.
e All agency and personal vehicles are required to be insured and in good working condition.

e All passengers are expected to follow vehicle guidelines listed below...
o Seatbelts must be worn by everyone
o You are to follow your driver’s instructions at all times.
o You are to remain seated when the vehicle is moving.
o No eating, drinking, smoking or use of tobacco products while in the vehicle.

Transportation — Special Needs
****Transportation — Service Animals

e A service animal is defined as any guide dog, signal dog, or other animal individually trained
to assist a passenger with a disability.

e If the animal meets this definition — the animal is considered a service animal under ADA
regardless of whether they have been licensed or certified by a state or local government.

e To ensure sufficient capacity onboard C.A.R.S. vehicles, a service animal should be
scheduled ahead of the trip.

e The passenger must be in direct control of the service animal at all times.

e The behavior of the service animal must not disrupt, or jeopardize the safety of the vehicle or
the comfort of the trip for other passengers.

e Any animal that engages in inappropriate behavior will be addressed, and in cases of
repeated behavioral issues or serious behavior, may not be permitted to continue to ride
C.A.R.S. agency vehicles.

e Non-service animals such as pets will not be allowed on C.A.R.S. agency vehicles unless
scheduled and approved by CEO and/or Director of Operations.

****Transportation — Personal Care Attendant

e Personal Care Attendant (PCA) is a person that is designated or employed specifically to
assist the passenger meet their personal needs.

e Regardless of the purpose for needing a PCA, each passenger has a right to have a PCA
accompany them on their trip.

e To ensure sufficient seating capacity onboard C.A.R.S. vehicles, PCA should be scheduled
ahead of the trip.

e PCA will be required to adhere to C.A.R.S. policy, procedures as well as instructions given
by the driver.

****Transportation — Life Support Equipment
e Life Support Equipment can include but is not limited to: portable oxygen, respirator,
ventilator, mechanical monitors, mechanical pumps, etc.
e Reasonable modifications will be made for a passenger who has portable oxygen and/or other
life support equipment as long as it:
o Complies with local, state, federal and hazardous material laws.
o Does not disrupt, or jeopardize the safety of the vehicle or the comfort of the trip for
other passengers.
e To ensure sufficient capacity onboard C.A.R.S. vehicles, any type of life support equipment
should be scheduled ahead of the trip.
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e Travel precautions for portable oxygen may include but is not limited to:

o Oxygen cylinder should be maintained in accordance with the manufacturer’s
instructions.

o Oxygen cylinder is to be inspected by the driver before the cylinder is allowed onto
the vehicle

o Oxygen cylinder is to be free of cracks and leaks, including the area around the valve
and pressure relief device

o Oxygen cylinder is to be “secured” during transportation services and away from
sources of heat or potential sparks.

Section 5 — Individual Rights

Individual Rights Overview

As a participant in C.A.R.S. Services (and) as a US citizen — you have the following rights:
The Right to Choose

The Right to Worship

The Right to Speak Freely

The Right to Personal Liberty

The Right to Informed Consent

The Right to Adequate Treatment

The Right to have Government Assistance

The Right to be Free from Humiliation and Retaliation

The Right to Choose Not to Accept Medication / Treatment

The Right to Manage your Own Funds

The Right to your Personal Information

The Right to Participate in Additional Programs

The Right to an Individual Plan for your Services

The Right to Advance Notice Prior to Transferring Out of C.A.R.S. services
The Right to Share a Room with your Spouse

The Right to Dress in your Own Clothing Each Day

The Right to have the Means to Send and Receive Unopened Mail

The Right to Retain and Use Appropriate Personal Possessions and Clothing
The Right to Personal Privacy and Privacy During Treatment and Personal Care
The Right to Participate in Social, Religious and Community Group Activities
The Right to Communicate, Associate & Meet Privately with Other People of Your Choosing

The Right to Access Telephone Services in Private for Incoming / Outgoing — Local / Long Distance
Calls

Furthermore, C.A.R.S. owners, directors, employees, contractors, subcontractors and agents are:
e Prohibited from exploiting and/or neglecting you in any way
e Prohibited from misusing or misappropriating your funds / money
e Prohibited from using seclusion by placing you alone in a room or other area from which exit is
prevented
e Prohibited from punishing you by withholding food or hydration that contributes to a nutritionally
adequate diet
e Prohibited from inflicting corporal punishment in the application of painful stimuli to your body
which may include but is not limited to...
o Forced physical activity / Hitting / Pinching / Painful or noxious stimuli
o Use of electric shock / Infliction of physical pain
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e Prohibited to deny you any of the following without a physician’s order...
o Sleep / Shelter / Food / Drink / Physical movement for prolonged periods of time
o Medical care or treatment / Use of bathroom facilities
e Prohibited from inflicting sexual / emotional / verbal / psychological abuse, including but not limited
to communicating with words or actions in your presence with intent to:
o Cause you to be placed in fear of retaliation
o Cause you to be placed in fear of confinement or restraint
o Cause you to experience emotional distress or humiliation
o Cause others to view you with hatred, contempt, disgrace or ridicule
o Cause you to react in a negative manner
e Prohibited from allowing you to work or complete chores that benefits others without any pay

unless...

o C.A.R.S. has obtained a certificate from the US Department of Labor authorizing the
employment of workers with a disability at special minimum wage rates

o The services you are performing is in your own residence as a normal and customary part of
housekeeping and maintenance duties

o You desire to perform volunteer work in the community

Grievance Procedure Overview

A Grievance is a complaint, issue and/or problem that you have while participating in C.A.R.S. services.

A Formal Complaint is when an individual presents their grievance through all 3 Steps of the C.A.R.S.
Grievance Procedure and documents the process utilizing the Grievance Form and other documentation.

o This Grievance Procedure is for individuals who participate in C.A.R.S. Services.

e It is your right to use this Grievance Procedure. If you choose to use this right:
o You will not get into trouble - - - - Your services will not be taken away from you.
o Nothing bad can be done to you because you chose to use this right!!

e The Grievance Procedure including the decision making process will be completed within 2 weeks of
receiving your complaint.

e The Grievance Procedure will be available to you in writing / your usual mode of communication

Day 1 Step #1 — Talk to your Program Supervisor (and/or) Program Director
--- If you are still having issues...
Within 3 Days Step #2 — Talk with the CEO
Day: Name: Basil Weinman — CEO
2/3/4 Office: Parke Center — 201 North Dormeyer Avenue — Rockville
Phone: 765- 569-2076 (office) 765-592-7252 (cell)
Email: bweinman(@cars-services.org
--- If you are still having issues...
Within 4 Days Step #3 — Ask the Board of Directors for a Resolution
Day --- Contact the Chairman of the Board via phone or email
5/6/7/8 --- Email or Fax all documentation about Grievance to Chairman of Board
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Within 5 Days

Day
9/10/11/12/13

Chairman of the Board (and) Board of Directors will review all paperwork from your
Grievance Procedure

Chairman of the Board (and) Board of Directors will make a decision as to how to
resolve your Grievance

Resolution Day

Day 14

Chairman of the Board will contact you about the decision

--- The decision of the Chairman and Board (and) Board of Directors is FINAL.

Privacy Practice Overview

This Privacy Practice Overview describes how we may use and disclose your personal and health information
and how you can have access to this information.

Our Pledge to Protect Your Privacy
e C.A.R.S.is committed to protecting the privacy of your personal and health information (PHI). So
that we may best meet your needs, we share your personal and health information with outside
representatives that are involved in your care. We share your information only to the extent
necessary to collect payment for the services we provide, to conduct our business operations and to
comply with the laws that govern our agency. We will not disclose your information or any other
purpose without your permission

Regarding Your Personal and Health Information — You Have the Right...
e To inspect your file at C.A.R.S.

To obtain copies of documentation within your file at C.A.R.S.

To request an amendment or addendum to your file at C.A.R.S.

To request restrictions on certain uses and disclosures of your PHI

To request when and where to contact you

To request a copy of the full version of the C.A.R.S. Privacy Practice Notice

C.A.R.S. may disclose your PHI without your authorization for the following purposes:

As required and permitted by law

To provide you with medical treatment when deemed necessary

To bill and receive payment for services you have received at C.A.R.S.

For public health requirements — i.e. reporting abuse to Child/Adult Protective Services
For a court or administrative order, subpoena, discovery request or other lawful process
For functions necessary to provide you services and assure that you receive quality care
To an oversight agency — may include but is not limited to:

o DDRS - Division of Disability & Rehabilitation Services

O O O O O
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