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CARF

We have been accredited by CARF since 2006. Accreditation standards are set through
CARF, and agencies must meet the standards that are applicable to the services provided.
Being accredited is a mandatory requirement under our contractual agreement with CLBC,
CAREF is an independent, non-profit organization which focuses on ensuring the services
offered by us meet your needs.

CAREF standards are rigorous so the services that meet them are among the best available.
In 2006, we earned our first three-year accreditation and received exemplary notations for acce ssibility and The
Essence of Life.

We earned a second three-year accreditation in 2010 and we were commended for our special emphasis on
our Leadership Handbook, as well as our Risk Management tools and strategies.

In 2013, we received our third 3-year accreditation for Community Housing, Community Integration, Respite
and Host Family Services. We were noted for our many accomplishments and continued dedication to quality
improvement.

In 2016, we received our fourth 3-year accreditation from CARF. In addition to previously accredited areas, we
also met the standards for Community Housing and Shelters in our Children and Youth Services. Integra was
commended for our commitment to person -centred services, innovative use of technology and ongoing
commitm ent to performance improvement.



INTEGR

SUPPORT SERVICES
Your, §tony. Your, Chsice. Qun, Comptmer.

Main Office Contact Information
Located at #200-4252 Commerce Circle are the offices of the Chief Executive Officer and Executive Director,
Human Resources, Quality Assurance and Finance Department.

9 #200-4252 Commerce Circle, Victoria, BC V8Z 4M2
Monday - Friday (closed on statutory holidays ) 9:00am £5:00pm

Py
A\ 250-721-5584

% 250-721-5993

ﬁ info@integrasupport.ca

GE https://integrasupportservices.com

Contracted Services Administrative Offices OContact Information
The Host Agency & Shared Living Office is located at Main Office, Monday to Friday 8:30am to 4:30pm
(closed on holidays).



After Hours:

We appreciate and value the support you provide to people with diverse abilities, an d we understand there are
times when you may need to speak with your Coordinator outside of normal office hours. However, there are
times when your Coordinator isnOt your first point of contact.

Emergencies, disasters, accidents, and injuries can occur any time and without warning. Being prepared
physically as well as psychologically to handle emergencies is a Home Share ProviderOs responsibility.

When Calling for Emergency Assistance

In the event of a serious accident, sudden illness, missing person, a psychological emergency, or an
unexpected death contact 911 immediately to access the appropriate emergency services available to you
within your community and give the following information:

Nature of the emergency

Exact address and cross street

Telephone number from which you are calling

Your name

Do not hang up first, as additional information may be needed

Follow instructions from dispatch or emergency personnel

Stay with anyone who is injured and give them comfort

If you choose to start any first aid, always ensure there is no further danger to yourself or the victim
Ask bystanders to stay out of the way and clear the way for responders

FortisBC natural gas emergencies: Toll free: 1-800-663-9911 (24 hours)

BC Hydro electricity emergencies or powe r outages: Toll free: 1-888-POWERON (1888-769-3766), or
*49376 (*HYDRO) from any cell phone

FortisBC electricity emergencies or power outages: Toll free: 1 -866-436-7847 (24 hours)

Poison Control: 1-800-567-8911

Ombudsman Office: 1-800-567-3247

Public Guardian and Trustee: 1-800-663-7867

Representative for Children & Youth: 1-800-476-3933 for adults with DD up to the age of 24 years old
8-1-1: 811 is a free-of-charge provincial health information and advice phone line available in British
Columbia. The 8-1-1 phone line is operated by HealthLink BC, which is part of the Ministry of Health.

Location of gas shut off valve:

Location of electrical breaker box:




Location of emergency Kkits:

Location of water shut off valve:

Safe exits from your house in ¢ ase of fire:

Meeting place:




Introduction

"The word OdisabilitiesO is associated with the past and peopleOs negative experiences with
institutions. | am looking to change the word to OdiversabilitiesO because these institutions are  now
closed, and | want to focus instead on the abilities of people now and in the future. People with
diversabilities do not want to be a burden to society, but instead want to be contributors and
participants in society." - Shelley Decoste, Self -Advocate

Being a Home Share Provider is about more than just opening your home to someone in need - itOs about
opening your heart and your life and providing an adult with diverse abilities the support they need to thrive.
And youOre giving them something money @nOt buy- a helping hand, a home, a family, and someone who
wants to share a life with them. You show them through your actions that we all matter and we all deserve to
live life to the fullest. ThereOs no magic formula- you just have to be you, and Inte gra will be with you every step
of the way. YouOll become part of a whole network of people who, just like you, want to change someoneQs life
and make a difference at home.

Home Sharing focuses on optimizing independence, self -determination, and choice, while ensuring safety. Your
role is to provide safe care and support for the individual, in an accepting, inclusive environment. You are

responsible for the health and well-being of the Individual and need to make sure that he or she has
opportunities for personal and social development with his or her family, friends, and within the broader

community. In general, you are responsible for basic home care and related responsibilities. This includes
providing nutritious meals, transportation to appointments an d recreational activities, ensuring access to
community activities, and supervision based on the needs of the Individual you are supporting. You are also

responsible for comm unicating with your Coordinator and submitting documentation regarding the service s
and supports being provided.

One of the ways we support our partnership with you, the Home Share Provider, is with this handbook. It is for

you to read carefully and keep somewhere you can refer to when you need, and to add things we may send

you. This handbook summarizes your obligations, gives practical suggestions and guidelines for a successful

Home Share experience, and lists the documents you need to be familiar with. You will notice that both OHome
SharingO and OShared LivingO are used interchaadply throughout this Guide. We did this intentionally because
we feel it more accurately reflects the sharing of lives, rather than just the sharing of a home. You will also
notice that we used OHome Share ContractorO and OHome Share ProviderO intenehaably as well.

Welcome to Integra

We are delighted to have you on board as an independent contractor providing services to the people we
support. As a home sharing contractor, you will be playing 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.

Integra Support Services (ISS) is a private company established in 2000. A highly skilled and diverse leadership
team, under the direction of the Executive Director, is responsible for the day to day operation of service delivery
and quality assurance. We like to think of ourselves as a big family.



Integra is contracted to provide supports an d services on behalf of Community Living British Columbia (CLBC).
CLBC is a crown corporation that has been given legislative responsibility governing all services to persons
with developmental disabilities in BC. We also receive funding from the Ministry of Children and Family
Development to support children and youth with special needs.

Individuals served by Integra are adults who live with a developmental disability. We also support children and
youth with special needs, as well as adults who have com plex health care needs and/or a dual diagnosis (when
a person has both a developmental disability and a mental health problem).

We support a wide range of individuals through one or more services including Home Sharing (also called
Shared Living), Host Agency arrangements, Respite, small residential group living, individualized day programs,
Community Inclusion Programs, Self-Advocacy groups, Life Skills and employment opportunities. Our
workforce includes independent contractors as well as salaried and h ourly positions.

Referrals to Integra are made by a CLBC facilitator and an assigned Quality Service Analyst, and an MCFD
Resource Worker for youth. Referrals to Integra are checked through our Acceptance Criteria, and when we
are unable to provide services, we liaise with similar agencies to discuss possible service delivery alternatives.

Celebrating DI E SITY

Canada and British Columbia are diverse places, where people come from many different \
cultures, races, religions, ethnic backgrounds and places of origin, reflect ing the full range of

physical and intellectual abilities, sexual orientation, gender spectrum, and economic, social IIDSB'EJEN
and psychological realities. ALLY

Integra welcomes and values this diversity. Some of the ways we do this are by including the perspectives o f
many people in our decision-making; hiring staff who reflect the diversity of the community; training staff,
caregivers and volunteers in culturally competent service delivery; creating an organization that is free of
discrimination and harassment; and e nsuring equitable access to our services for all.

Integra is located and provides services on unceded Indigenous land belonging to the -

Coast Salish People of the Songhees and Esquimalt Nations, and Cowichan Tribes. Here ,’ : ll{tit(i:”milm(m
at Integra, we are working towar ds better understanding how we can support Indigenous = &

sovereignty as settlers on this land. As an organization we therefore have an obligation

to better understand how we can promote the work of decolonization.

Our Vision Our Mission
Our Vision is to embrace life, achieve dreams and Your Story. Your Choice. Our Commitment.
celebrate our community together

The Essence of Life

The Essence of Life is a philosophy that the Integra family has adopted. It helps us think about life for Individuals
with developmental disabilities in the same way we think about life for ourselves, our families, and our
communities. It is about finding creative ways to break down barriers and help the people we support meet

their own goals and realize their dreams. The Essence of Life is also about empowering the Individuals we
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support to make informed choices, decisions, and exercise control over their lives while a culture where all
Individuals with disabilities are respected and valued as interdependent members of society.

About This Handbook

This Handbook is a guide to our contractual relationship and home sharing services. It is meant to provide
support and practical information to assist you in meeting your responsibilities under the Home Sharing
Agreement. It also includes important contact information for you. Please read it carefully and let us know if you
have any questions. Updates and revisions to this Handbook will be provided to you as needed.

This Handbook is only a guide and is not intended to provide legal adv ice or replace the language
in the Home Sharing 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 Sharing Service Agreement, we recommend that you speak to a lawyer.

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

Section B of this Ha ndbook provides some important guidelines and fundamental principles that
you are required to follow while providing home sharing services

Section C of this Handbook includes an overview of the Home Sharing program and how your
service fits into it as wel | as any special program expectations.

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



Section A - Our Written Agreement with You

Part 1 - Our Contractual Relationship

You and the agency have entered into a contractual relationship. We both have legal rights and responsibilities
under the Home Sharing Service Agreement. These rights and responsibilities may be enforced by a Court.

The purpose of the Home Sharing Service Agreement is to set out our m utual obligations, including the services
you will provide, how much you will be paid, and how either party may end the relationship. Your contract is

the legal document that governs your relationship with Integra and the services you provide. It overrides
everything else, including anything in this handbook or anything we may say to you. Be familiar with your
contract. and keep a copy handy for easy reference. The CLBC document Successful Practices in Home
Sharing is provided with this handb ook and will guide the way you deliver supports to individuals.

If you have any questions about what anything in the contract means, you should clarify them before signing,
either with the Director or your Coordinator, and/or through independent legal advice.

Part 2 - The Role of CLBC
The government regulates home sharing services in British Columbia through Community Living BC (also
known as CLBC). The diagram below shows how we work with CLBC:

CLBC has oversight of
our agreement with you
as part of funding home
sharing services, They
set the rates that we can
pay you, and they make
sure we are both
meeting our
requirements for home
sharing services.

We have the agreement
We have both agreed (we
as the Agency and you as
the Contractor) that you
will deliver the services
under the terms and
conditions in our
agreement.

CLBC has the final authority.

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
IntegraOs home sharing services and is responsible for ensuring that you andour agency meet the home sharing
standards and expectations.

What is the AgencyOs Role?

We are a service agency that coordinates the services and support provided to adults with developmental
disabilities. We have a funding agreement with CLBC. We enter into a services contract with you for delivery of
the home sharing services.
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Part 3 - The Different Parts of our Agreement
Each section of the Home Sharing Service Agreement addresses an important part of our contractual

relationship. A brief explanation of these sections is below.

1. The Schedules are part of the Home Sharing 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 sharing
services. This Handbook is one of the Schedules.

2. Terms in the agreement that are capitalized (such as OindividualO and ORespiteO) have specific meanings that
are set out in the Definitions section and Schedule A.

3. (@) You have been retained as anIndependent Contractor, and not as an employee or partner of the Agency.
You control how, when and where you provide home sharing services, and are responsible for:

o/ Complying with all applicable laws, including human rights, health and safety, privacy and employment
standards legislation

o/ Paying your own taxes and CPP premiums directly to the government. You will not receive a T-4 from
the Agency.

You are not entitled to any benefits, payments or other rights given to employees of the Agency.
(b) You arerequired to satisfy certain Terms and Conditions both before and during the Home Sharing Service
Agreement, including:

o/ Meeting all requirements imposed by CLBC

o/ Successfully obtain the required background checks and maintain relevant renewals (including a
criminal record check, first aid, driverOs abstract and proof of valid driverOs license, motor vehicle
insurance, home insurance, WorkSafe BC registration, TB test and physicianf)s clearance); and

¢! Confirming that you and anyone living in your home has re viewed and is familiar with all of 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 ask for this inform  ation about you from third
parties such as ICBC or other authorities when required throughout our agreement with you so
that we make sure these conditions are and continue to be met.

4. The Term of the agreement is for 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 sharing 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 are able to be met. It is a
chance for all involved to reflect on and make sure the placement remains a good fit.
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5. The Services that you have agreed to provide are described in the Home Sharing Service Agreement, and
Schedules including this Handbook. You are responsible for providing the services in a way that complies with
these obligations.

6. The Agency 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 inte rvals. During the first year, we will meet with you more frequently Pat 30
days, 90 days, and then quarterly. If we decide to extend or renew our relationship, these meetings will
take place every 6 months

Arranging on-site visits to observe and provide s upport as needed

Consulting with the individual in your home

Reviewing the documentation that you provide us, including the required Quality of Life reports, incident
reports and other information and records .

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 sharing relationship are based on our monitoring and evaluation. We will provide
you with copies of the monitoring checklists that we use.

7. From time to time, the Agency will require On Site Access to your home where services are delivered.

In most cases, we will give you at least 8 hoursO notice for routine visits. Our practice is to schedule
these visits with you so the time and day work for both of us

Sometimes, we may require emergency access if we have reasonable concerns about an individualOs
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 all of these visitors to your home but they
or you may wish to speak privately together .

8. (@) There are a number of Reporting and Record Keeping requirements in the Home Sharing Service
Agreement. These include:

Specific Occurrence Reporting, which helps us track disruptions in service. This reporting is required

5 days of certain events, including when:

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

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 inciden t
reporting found in Section C

Notable Changes Reporting is required for any changes, such as a significant iliness in the household
that could affect the individual and/or the home sharing services, or significant changes to the

individualOs level of abity, health and/or behaviour. Note that you must have prior approval of certain

changes, including if:

12



"I A new household member is moving in; or
"I You are considering adding any individuals who require care or support

At the end of each term, you are required to complete a Report of Use of Funding for Supports for Shared
Living to describe the services you provided for the term.

(b) You are required to Keep Records relating to the home sharing services, including correspondence with the
Agency and copies of the individualOs personal plan and care plan or support guide, emergency information, a
Home-to-Hospital form (if applicable) and any applicable health care plans or protocols. See Section B - Part 3
of this handbook for more details on record keeping.

9. You are responsible for hiring and overseeing any Respite providers, and to provide Integra wit h a copy of
their First Aid, Criminal Record Check, Confidentiality Form and DriverOs Abstract

10. The Home Sharing Service Agreement may be Terminated before the end of the 1-year term. In most cases,
notice is required to terminate the agreement. If you need to terminate the home sharing arrangement, you are
responsible for providing 90 daysO written notice to the Agency. The Agency may terminate by providing you a
minimum of 30 daysO notice. However, termination for cause does not require any notice. The Agency 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 as a result of the termination of the Agreement.

11. If a dispute or complaint is made, you are responsible for following the Dispute Resolution process set out
in the Home Sharing 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 BResources at the back of this handbook.

12. All of the Fees that will be paid to you are set out in Schedule C of the Home Sharing 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 the Agency. The fee amount

may be revised by the Agency with 30 daysO prior written notice.

13. The Liability and Indemnity section describes your responsibility for injuries, loss or damage relating to the

home sharing services. You are required to give the Agency prompt written notice of any claims made against

you. If the Agency becomes liable for cl aims that are your responsibility, you are required to repay (indemnify)
the Agency. This includes:

"1 Any breach of the agreement by you or a member of your household

"l Any payments required under the Income Tax Act, WorkersO Compensation Act, Employment Insurance
Act or Canada Pension Plan

"1 Personal injuries or property damage to your home; or

"I Any wrongful act or violation of the law (OtortsO) committed by you or others in your household in
providing the home sharing services

14. In addition, there is a Limitation of Liability of any claim you may have against the Agency. Any claims
cannot be more than the Fees paid to you under the Home Sharing Service Agreement.
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15. 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 Sharing Service Agreement.

(&) You may be covered under the CLBC Master Insurance Program, which is subject to a pproval 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

(c) You are also responsible for obtaining and maintaining remittance of payments for workersO
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 wor ksafebc.com and in Section B of this handbook.

16. 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 Sharing Service Agreement, i ncluding
storing personal information in locked, secure locations. All documents about the individual are the property of
the Agency and must be provided to the Agency within 30 days of collecting or creating these documents. You
must keep all records for a minimum of 7 years. No documents may be stored outside of Canada.

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

18. The Home Sharing Service Agreement includes a number of General provisions relating to various legal
issues, including assignment, the CourtOs jurisdiction, the rights of third parties, and amendments. All of these
provisions are important parts of the Home Sharing Agreement and should be read carefully.

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

Always be sure to understand what has been written in your agreement before signing. Be sure to
get independent legal advice .
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Section B - Important Guidelines
Understanding Your Role as a Contractor

Comply with all applicable laws &

policies

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

-Maintain all applicable licenses and
permits for the services delivered

-Immediately report to us if you have

violated any policies, laws or
regulations and/or are under 3rd party
investigation related to these services

Maintain records & books of

account that meet agency

requirements

" Make sure you keep and can provide
records showing that you delivered
and billed for your services accurately

" Maintain time records and books of
account that meet agency
requirements and maintain these
records both during and for 7 years
after the termination of this
agreement

/-\.

| S,

Follow through with services

- Be familiar with and deliver services
as outlined in Schedule B of your
agreement

- Make sure you are meeting the
outcomes outlined in Schedule E

- Make sure you follow through on any
instructions we give you relating to
services and the individual

- Report 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

Report as Required

- Review, clarify and follow through with
all reporting requirements outlined in
your agreement in Schedule H

~ Submit reports in the format and time
frame required

- Report 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

15



Maintain Certifications

- Participate with us, the individual and
his/her family/caregivers to develop
the guides, plans, or other resources
that we have outlined in this handbook

- Use these plans to guide your work &
follow through on goals and action
plans arising out of these plans

Maintain Confidentiality

- Treat all information about the
individual/family as confidential, and
adhere to privacy requirements even
when you are no longer contracting
with us as outlined in Schedule | and
in Section 16 of our agreement

- Ensure that you do not release or
disclose the contents of your
agreement with us without written

[ Participate in Monitoring &
o /D Evaluation

- Provide access to your operations/
premises at reasonable times during
this agreement as outlined in Section
7 of your agreement

- Participate in routine monitoring of
your agreement and the services
provided and be open to any feedback
provided

N\
\_/

- Facilitate opportunities as needed for
Integra staff or designates to engage
with the individual on site to observe,
provide supportive interventions and/

‘7 Participate in Planning
1'/ - Participate with us, the individual and
his/her family/caregivers to develop
the guides, plans, or other resources
that we have outlined in this handbook

)

- Use these plans to guide your work &
follow through on goals and action
plans arising out of these plans

N
_/[\
Q

\

N

O _} Respect this Agreement

-

- Fulfill the contractual obligations

yourself

- 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
Integra. When in doubt, talk with your
Coordinator

16



Part 1. What it Means to be an Independent Contractor
Our Agreement states that you will operate as an independent contractor wh en delivering these services, not
an employee.

Independent contractors are separate businesses/ organizations or self -employed individuals. The definition of
an independent contractor is determined through several tests. Generally, if you control how, wh en 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 agreeme nt, and any
arrangements made with the individual and his or her support network. This means that Integra sets the
outcomes expected to be delivered under this agreement within the quality standards established both by our
agency and 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 his/her support network. When delivering these services, you are obligated to adhere to
the laws of B.C., including but not limited to the Human Rights, the Multiculturalism, the Personal Information
Protection, and the Employment Standards Acts.

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

Opportunity to Make a Profit or Loss: Integra service rates are set by CLBC so they are standardized withi n
the sector and competitive with rates offered by other agencies. It is up to you to decide if you can operate
comfortably within the rate before entering into an agreement with us.

As a contractor, you are responsible for all payments associated with t his agreement.

You must pay your own income taxes and CPP premiums directly to the government and meet any other

statutory requirements. You will be paid on the basis of your agreement with us. You will not receive T -4 slips
from us and we do not make any remittances to the Canada Revenue Agency on your behalf. If you have
guestions about your income tax status, we suggest you consult a tax professional or accountant

Integra

I & . Canada Revenue

is responsible for e

paying you for services
delivered under this Agence du revenu
contract du Canada
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Upon approval, you will receive a copy of Government Master Insurance Policy as o utlined 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 as a result of providing these services.

The B.C. Employment Standards Branch is responsible for determining who is an independent
contractor. If you have questions, refer to their fact sheet provided with this handbook, o r contact
them at http://www.labour.gov.bc.ca/esb/

Mandatory Work Safe BC Coverage
Coverage for You as a Home Sharing Contractor

All Home Sharing Contractors are required to purchase and maintain coverage under Work Safe BC. The
Workers Compensation Act establishes a no-fault workplace accident insurance plan. Home Sharing
Contractors qualify for coverage through the Personal Optional Protection (POP) option. Registering for
Personal Optional Protection (POP) is a contractual obligation mandated by Community Living British Columbia.
Despite the name, POP is not optional.

Coverage for Respite Contractors 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 directly, 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 m ore about coverage for your respite workers, we
recommend you contact Work Safe BC directly to determine the appropriate coverage required.

Confirming Your Coverage

You are required to confirm your coverage with the Workers Compensation Board by providin g your registration
number to your Coordinator. Following your registration, Integra 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 Work Saf e BC prior to deciding how you arrange your workers compensation coverage.
If you have any questions about the content of the agreement, you should clarify these before signing. Discuss
this either with the Integra Agency liaison, and/or through independen t legal advice.

WorkSafe BC - Frequently Asked Questions for Shared Living Contractors:

Do | have to get coverage?

Yes! It is a requirement of your agreement with Integra to obtain WorkSafeBC OPersonal Optional Protection
InsuranceO. This insurance prot&ts you against income loss and enables eligibility for medical and rehabilitation
services if youOre injured on the job.

How much does it cost?
The amount you pay depends on the business youOre in and the coverage youOve purchased. Home Sharing
Contractors are in the industry classification OHome Share ProvidersO(classification 764029) if they share their
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home as a Home Sharing Contractor with no more than two physically -challenged or developmentally -delayed
individuals that reside with them.

The 2019 rate for POP is $1.41 of every $100 (Monthly coverage x rate /100)

2019 Classification and Rate List: https://www.worksafebc .com/en/resources/law -policy/classification -and-
rate-lists/2019-classification -and-rate-list?

The cost of your insurance is based on:
1.! Your monthly coverage N the amount of insurance you've applied for;
2.! Your net rate N the rate charged to your classific ation unit per $100 of coverage purchased, plus any
applicable experience rating adjustment.

How do | apply for Personal Optional Protection?

1.! Online at worksafebc.com
2.! Complete the pdf form that can be downloaded from worksafebc.com and follow instructio ns for mailing
your application to them

How do | confirm my coverage for Integra to meet my contractual obligations?
Once you have been approved for coverage, you can alert your Coordinator that you are covered. Your
Coordinator can then search the WCB site and print a clearance letter showing you have registered.

What if | donOt make payments or cancel my coverage?

Integra will monitor your status with WorkSafe BC as part of ongoing monitoring and we will use the WCB site

to verify your status. 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 Integra. As

outlined in our agreement with you, your agreement could be terminated or suspended (including withholding
payments until remittances are paid) if you do not meet this obligation.

PLEASE LET US KNOW IF YOU ARE HAVING ANY ISSUES MAKING PAYMENTS SO THAT WE
CAN HELP YOU TO MEET THIS CONTRACTUAL OBLIGATION.

Effective Date o f Coverage

Your coverage takes effect on the date WorkSafeBC receives your correctly completed and signed application,
or on a future date specified by you. Coverage remains in effect and premiums must continue to be paid whether
or not you are working, until you or WorkSafeBC cancels it.
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Part 2: Understanding Our Role
As part of our agreement with you, Integra is obligated to provide you with:

8
—

Resources

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

Access to books, videos, materials and

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, 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

There is nothing more important to a good working relationship than good communication. When talking to
someone, recognize that there may be differences in opinions and communication styles. This section is meant
to be a brief overview of important points to help you begin. Set some gr ound rules around open
communication. This should include the Rights of people receiving support and Home Sharing Contractors as
well as the type of language that people will use. The most important communication skill does not involve
talking at all; it is listening. Everyone believes themselves to be a good listener; however, since people do not
see how others perceive them they may or may not be right. Active listening can be described as listening to a
person by leaning into the conversation, facing the m and paraphrasing what they have said to ensure that you
are on the same page. This allows the person communicating to make corrections to any misinterpretations.
Effective active listening takes practice; however, once established it helps to strengthen a relationship and
decreases difficult situations.

Open and regular communication is the key to successful relationships with both Integra and with the individual
and his/her family or network no matter what service you are providing.

Family Communicati on
It is vital that you communicate regularly with those people who are a part of the personOs personal network.

Help the person to maintain regular contact with their family. It is important that you know what information
people want to share themselve s or what they want you to share - or not share - with their family. Some people
may not want to have you share information about them; and this is their right. Have this conversation with
them so you know what they want and respect their confidentiality .

Any significant changes or events which occur in the life of the person you are supporting, if they choose to

share this information, should be communicated to their family and others who provide support to them. For

example, medication changes, changes in personality, behaviour, iliness or death of a close friend or family
member, loss of a pet or moving to a new home. Issues brought forward by family members that are not able

to be resolved between the Home Sharing provider and the family must be r eferred to Integra for resolution.

As a contractor, you are accountable to both Integra and the individual (and family if appropriate) whose support
you are providing. To help facilitate effective communication, both Integra and you, as the contractor, m ust
commit to:

"1 Keeping each other up to date about any plans or changes that could impact the service or the individual
or his/her family

"1 Maintaining regular informal contact as a way to anticipate and prevent problems

"1 Sharing any successes or progress made so we can all celebrate!!

Keeping each other Oin the knowO helps us all do a better job supporting the individual.
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Contractors also need to:

"1 Make sure you are familiar with any formal reports you need to submit (check Section C in this handbook
for required Program Reports and #8 in Section A of this handbook and in your written agreement. Talk
with your Coordinator if you are unsure)

"1 Make prompt reports about any incidents or challenges that arise (please discuss the specific reporting
processes to be used with your Coordinator)

Integra facilitates and supports communication in many ways, including various tools to support the work youOre

doing. We provide conflict resolution or facilitation if communications have become difficult or there isa nissue
to be resolved. Integra also e-mails information on a regular basis to both families and Contractors, including

program updates, newsletters, and information on professional development and training opportunities.

Community and Relationships
Community and Relationships are important to everyone. In everyday life, our regular involvement in our

community connects us not only to places within our community, but also to people within our community.

One of your roles as a Home Sharing Contractor will be to assist people to become involved in their community
and supported to develop and maintain relationships. As service providers, we have many different types of
involvement in peopleOs lives. In some cases, the contact you have with people you support may be their only
link to the community. With this in mind, it is important to recognize that we often have a very large impact on
how involved people become in their community. In supporting people to develop relationships, it is important
to note that the more involvement a person has in their community the more likely they are to make connections
outside of their paid support network.

Language

The%ercgeived 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://goo.gl/hGB3sy

Take time to frame your language in a way that is respectful and enhances dignity. Instead of
disabled perso n or defective child, use person with a disability or child with an impairment.
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Emphasize positive abilities, not
limitations

Put people first, and disability second

Avoid offensive words

' Avoid using depersonalized disability

or medical diagnosis as a label for a A

) person
: Use words to empower and value

. ‘ people as contributing community
Use emotionally neutral expressions

Instead of disabled person or defective child, use person with a disability or child with an impairment.

Instead of globally describing som eone as Othe developmentally disabledO, Othe retardedO, Othe learning
disabledO, OinvalidsO or OepilepticsO, use people who have developmental disabilities, child with a
learning disability, someone with a mobility impairment or someone with epilepsy.

Instead of saying someone is suffering from or afflicted with cerebral palsy, or is a stroke victim, say he
or she is a person with cerebral palsy or someone who has had a stroke.

Rather than saying that someone is confined to a wheelchair or housebound, sa y that he or she uses a
wheelchair or is taught at home. DonOt use terms such as ablebodied or normal in contrast, as they
imply that the person with a disability is abnormal.

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.

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.
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Conflict Resolution
Home Share Contractors should take an active role in resolving issues as they arise. Being proactive when
addressing small issues ensures that they do not become big problems.

It seems the most challenging situations which arise are the interpersonal conflicts with other as a result of
miscommunication. When faced with such conflict pl ease consider the following:

"1 Always talk to the person you are having the problem with first. Give them an opportunity to state their
perspective of the story and Oseek first to understandO. It is unfair and unproductive to speak to others
not involved in the conflict

"1 Try to resolve the conflict with the person by talking openly about the difference, actively listening to
their opinion, and offering your assistance to bring about the desired result

"1 Take ownership of what your role may be in the conflict an d what you feel should be part of the solution

"1 If the problem continues, ask that person to bring the issue to your Coordinator. The intent of this
process is to allow all people involved in the situation, the opportunity to resolve it respectfully and
privately. This builds a foundation of integrity and trust, two essential components of a harmonious and
effective relationship.

Sometimes differences of opinion or other conflicts arise. The best way to p revent them is through frequent
and frank discussions. Be proactive. Address issues in a non-accusing way, using problem -solving techniques:

"1 Always talk to the person you are having the problem with first. Do not gossip about the problem

"1 Give the person a chance to state their side of the story and try to understand their perspective

"1 Listen actively and look for ways to resolve the situation

"1 This can often lead to a simple solution that prevents the problem from becoming bigger and adversely
affecting your relationship with the individual and their family. If you cannot solve the problem together,
contact your Coordinator. We can provide conflict resolution support .

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 Coordinator. We can provide conflict resolution support.

Keeping Records f or Each Individual You Support

Record keeping is an important part of your contractual agreement with Integra. It is important for Home Share
Contractors to recognize and develop the skill of accurate record keeping; information  sharing is one of the
ways that help us access, or provide, the support you need to do your best. You are expected to keep a hard
copy file for each individual with information needed to provide service and to meet your contractual obligations.
This file should include copies of any support plans, Person Centred Plans (PCPs), or protocols as well as
emergency contact information. Information about the individual you support should never be accessed by
anyone but the caregiver contracted to provide support. Elect ronic records should be kept on an external drive
that is password protected and your email address should not be shared with anyone else in the home.
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It is important for Home Share Contractors to recognize and develop the skill of accurate record
keeping; information sharing is one of the ways that help us access, or provide, the support you
need to do your best.

We advise that you also keep copies of all correspondence with Integra, CLBC and the individual you support,
as well as all documentation detailing that you have fulfilled your contractual requirements including first aid
and other certification

You are expected to keep a hardcopy file with information needed both to provide service and to live up to the
obligations of being an independen t contractor. This file should include copies of the individualOs most recent
personal plan and care plan or support guide, emergency information, a Home -to-Hospital form (if applicable)
and any applicable health care plans and/or protocols. Make sure that you do not keep highly sensitive personal
information in these files once it is no longer needed; forward it to Integra for retention in the individualOs central
file.

You may also need to maintain records about each individual you support that are requi red to meet the licenses
and permits you have been issued to deliver these services. Please check with the officers or agents responsible
for these permits for details.

You will be required to maintain and keep up to date:

1.! Biographical information of the individual(s) you support, including the completion of a Missing Person
Profile, a current emergency contact name and telephone number
2.! Documentation of each individual you support to include the following:

"1 Physical, visual, and dental examinations

"1 Emergencies requiring medical treatment

"1 Medication, when applicable and,

"1 Record of significant expenditures for the individual

3.!' Information on respite providers and other support people to ensure that their First Aid/CPR and Criminal
Background Checks through th e Ministry of Justice.

Confidentiality & Privacy
Each individual receiving service, and his/her family, 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
Integra without his or her consent. In the case of a child or an adult who is not making his/her own decisions,
this consent must come from the family, Representative, or committee This applies to photos and names, as
well as written reports or other information. K eep such information in a private and secure place in your home,
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separate from your own personal information, and where it cannot be accidentally seen by others. BEFORE
EXCHANGING ANY PERSONAL INFORMATION, YOU MUST ALSO HAVE APPROVAL FROM INTEGRA.

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 her to the bank, help her 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 (Legal Authority to Make Decisions). Such requirements should be explained in the personOs
care or other plans. Always make sure you understand the legal status of the in dividual you are supporting, and
contact Integra if you do not know or feel you are being asked or expected to do things not provided for in the
care plan.

Consent
It is important to understand that each individual and/or his legal guardian must provide consent in the following

areas:

"1 Consent for Service that confirms agreement for each of the services an individual receives from Integra.
This is typically completed once for each service the individual requests. We will provide you a copy of
this consent for Home Sharing Services

"1 Consent for Health Care Support that authorizes treatment in the case of a medical emergency. This
form is completed annually with each individual

"l Consent for Finances that clarifies if the Integra has any responsibility for the personOs funds. Written
protocols will be put in place for any individual for whom Integra takes responsibility for funds and these
must be followed by the Home Sharing contractor

Emergencies and Consent
There may also be some unexpected circumstances when you have to release

information, such as a medical emergency. Integra will identify who is legally able to give
consent for the individual if he/she is not able to consent directly. If the person is unable
to provide consent at time of the emergency, sh are only what is necessary, use
appropriate language, and have the advance written permission of the individual or
Integra for these types of emergency situations. Note: Each individual or his/her legal
representative must sign a OConsen® with Integra to authorize treatment in case of a
medical emergency. Make sure you have a copy.
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Supporting a Successful Home Share: Our Monitoring and Review Process
Integra is responsible for monitoring the Home Sharing service you pr ovide. We are concerned about the health,

safety and well-being of the individual you support as well as how you are meeting your contractual obligations.
You can expect us to check in with you periodically to see how things are going.

Our monitoring and reviews are an important way we support you to have a successful home sharing 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.

We are responsible for regularly monitoring the service you provide as well as for completing an annual
evaluation. This is a great way for us to keep in regular contact with you to:

Offer you support and update one another

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

Our monitoring will involve:

Meeting with you at regular intervals (times and frequency established with you) but include a minimum
of 1 monitoring visit every 6 months after the first year when we monitor more frequently - at 30 days,
90 days and then quarterly

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

Consulting with others providing supports to the individual such as day program staff, employment
support services staff

Consulting with the individual and his/her family or team

Checking to be sure required training/certifications have been completed and any new training needs
are identified and addressed

Reviewing any documentation you have provided to us including required reports, any i ncident reports
or other information/records

We evaluate the service you provide through:

Quiality of Life Reporting

Participation in annual Person Centred Planning

Completion of the Health and Safety Checklist for Home Sharing
Meeting the requirements of the Monitoring Tool for Home Sharing
Review of Critical Incident Reports

Your response time to providing Integra with required documentation
Any other issues related to the renewal of your contract

We will also speak with the Individual and with his or h er family/representative/support network about how they
perceive the home share relationship arrangement. If all is going well we will then offer to renew your contract
and arrange for you to update the service plan with the individual. If there are any co ncerns on our part or on
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yours, we will try to address them and make changes as appropriate. The safety and well-being of the Individual
is always the most important consideration in our decisions.

Evaluation includes opportunities for you to review our services through surveys that give us important feedback
about how things are going from your perspective. Integra Support Services is an accredited agency. Every 3
years our services are evaluated by our accrediting body, CARF, who may also wish to view a sampling of your
home sharing information and environment. Your Coordinator will obtain you consent prior to any visits. For
more information about CARF please visit their website: www.carf.org

Contractor Responsibi lities

"1 Provide access to documents

"1 Provide access to the individual, any persons residing at the Home and all Personnel
"1 Provide explanations requested by CLBC or the Agency

"1 Participate in an annual program review in the format instructed by the Agency

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 p  articipation in these
processes is important. The safety and well -being of the individual(s) served guides our decisions.
We will provide you with copies of the monitoring checklists we use. Our monitoring and evaluation
practices are designed to suppor tyou in providing high quality care
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Section C - IntegraOs Shared Living Program
Part 1 - About Home Sharing

Home Sharing Program Overview

Home Sharing is funded by Community Living British Columbia (CLBC). It is intended to provi de safe, nurturing
community -based shared living arrangements for adults with developmental disabilities. In this handbook, we
call the people receiving Home Sharing individuals or persons with diverse abilities. Home Sharing is provided
through contractors such as you, who welcome an individual into your home, sharing your space,
responsibilities, and sometimes your family. Many of these individuals have family and/or 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 Sharing arrangements vary Bdepending on your situation and the unique needs of the in dividual you are
supporting. Most arrangements involve an individual and a Home Sharing Contractor sharing an apartment or

house. Some involve a whole family supporting an individual, with one family member being the primary Home

Sharing Contractor. Whate ver your particular arrangement, we thank you for taking on this important role and

trust that you will find it a rewarding experience.

Taking on the Role of Home Sharing Contractor

Home Sharing Contractors are very special people. You open your home and life to include an individual and
their support network. In doing so, you will get to know this person, and likely their family and/or support
network. You will also learn something about yourself.

Personal Qualities to Support Your Work

There are many qualities that can help you be successful as a Home Sharing Contractor. Those that are cited
the most by experienced Contractors include being flexible, adaptable, organized, and accepting. Additionally,
to enjoy the give and take of the relationship, it also helps to be a good problem -solver and communicator who
has a sense of humour and likes to learn new things. And, of course, knowing how to take care of yourself is
important too, so you donOt burn out.

Core Responsibilities

Your role is to provide safe care and support for the person you have invited into your life, in an accepting,

inclusive environment. You are responsible for the safety, health and the well -being of the individual 24 hours
a day. You need to make sure that he or she has oppo rtunities for personal and social development within your
household and with his or her family and in the broader community. You are also responsible for communicating

with Integra, the individual, and, where appropriate, their family or Representative.

Core Values

Making sure people live high quality lives in community is a core principle of Home Sharing. As a Home Sharing
Contractor, you are expected to behave in ways that reflect the inclusive philosophy of Integra and the Home

Sharing Program, and that are in keeping with standards that value and respect all individuals equally.
individuals enjoy rights that are to be upheld and respected by everyone involved with them. These are set out
in the My Rights and Responsibilities that is available with this handbook. In your role, you are expected to
uphold and safeguard these rights in all your interactions with the individual and his/her family and/or support

network.
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Every individual has the right to a physically and emotionally safe environment that sup ports his or her dignity
and privacy. The welfare of individuals is of the utmost concern. Abuse, neglect or disrespect of any kind is
not tolerated. You are expected to speak, dress and act in ways that are respectful and appropriate.

Make sure you kno w, understand, and follow the My Rights and Responsibilities document on Adult
Rights

They must maintain and provide nutritious meals for the individual(s) they support, while respecting cultural
factors, health and dietary needs and personal choice. They should present positive adult role modelling, and
create an atmosphere which fosters independence and personal growth while ensuring that the Individual(s)
remain safe.

Home Sharing Contractors are financially accountable for the funds of the individual. This includes supporting
people in developing, tracking and maintaining a budget while keeping proper records of their financial affairs.
Home Sharing Contractors are not allowed to open a joint bank account with the individual.

Personal support netwo rks are an important part of the Home Sharing ContractorOs role. When someone moves
into your home it is critical that people be aware that Home Sharing is meant to be a natural environment free
from stagnant environments. In a successful home share, the individual(s) quickly becomes an important
member of the home. For the family providing Home Sharing, it is a lifestyle rather than a job. They do not go
to it every day, and then come home to their own lives. This is their life. It requires total com mitment of all
family members, and, for some, a significant change in their lifestyle. As natural, or Ohome grownO members of
families develop relationships that are distinct within their own family dynamics, so do the people that Home
Sharing Contractors commit to when welcoming them into their home. Home Sharing Contractors should be
aware that they play a significant role themselves within the personOs support network.

Personal Support Network

A Personal Support Network is comprised of people who ar e involved in the life of another person, people who
care for that person and support them in a variety of ways when they require support. These people may be a
friend, family member, spouse, a present or past support person; a teacher, sibling, or anyone that the person
wishes to have in their life to assist them when they need some help.

When a decision is made by someone receiving support to choose Shared Living, it is IntegraOs role to seek out
the best living situation possible. The individualOs pesonal support network may be involved in the selection
of a suitable family and home. They are provided with the opportunity to meet with the potential family, gather
information they feel they need to enable them to support the person in making an inform ed decision. Once a
Home Sharing ContractorOs home is selected and the person has moved in, families and other members of their
personal support network are encouraged to connect with the Home Sharing Contractor on a regular basis.
When issues or concerns arise, we encourage families to work collaboratively with the Home Sharing Contractor
to resolve concerns, and if needed with the CoordinatorOs assistance.

Coordinators will facilitate, nurture and encourage all parties to work to gether and collaboratively to ensure the
best possible support for the individual(s) receiving services.
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Family

A portion of your responsibility as a Home Sharing Contractor is to nurture the relationships between the
individual(s) you are supporting and their families. We encourage Home Sharing Contractors to assume a
leading role in developing positive relationships with the family by clearly establishing open, positive
communication and a spirit of inclusion. Families are important members of each In dividualsO support network.
Whenever possible, and if desired by the person, include their family members in social events, planning
meetings and other important occasions in their life. The Coordinator is available to assist you with any co ncerns
or questions you might have regarding working with families. If a family member has any issues or concerns
which you feel may not be appropr iate for you as a Home Sharing Provider to address, please encourage the
person to contact the Coordinator. It is your responsibility to keep your Coordinator apprised of any unresolved
issues or concerns regarding the individual you are supporting or their family.

Families of the people we support are not only an extremely important resource to us, they are also important
to the people we work with. They can provide a wealth of knowledge and information to us about their family
member which enables us to develop more accurate plans while meeting that IndividualsO needs. Most families
want to be involved in the life of their family member, and we encourage them to do this.

The importance of oneOs family in each personOs life is a principle that Integra wholeheartedly believes and
encourages. Our expectation is that every Home Sharing Contractor reflects this principle in the support and
care they provide.*

Training for Your Role

As part of your orientation to our Home Sharing Program, you will be supported to complete the following core
training components. We have designed these as competency -based training exercises (which means we will
have some way of testing your learning) to ensure you feel competent and comfortable in your role in each of
the areas listed here:

"1 Online CLBC Home Share Standards course & Privacy Training

"I Program values and how you can align your supports to meet them

"1 Basic healthcare expectations related to the individual you will be supporting

"I How and what you will be expected to document and what you must report

"1 How to manage medications, when applicable for the person you are supporting
"1 How to provide other supports specific to the person you are supporting

You will also be expected to maintain current CPR and First Aid certification. In addition, to support your
ongoing role, Integra will notify you when opportunities to join your fellow Home Sharing Contractors for training
and support come up.

Required Standards of the Service You Provide
CLBC has outlined some standards for Home Sharing Contractors that cover the following priority areas. This
handbook will help you understand your role in each of these areas:

' A #

Planning Health, Safety Service Delivery Resources
and Advocacy

! Except when there are legal orders in place that family not have any contact with the individual
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These Standards in Practice
Planning

" "I Person-centred planning: Each individual is supported to develop and accomplish
long- and short-term goals through a personalized planning process. Home Sharing
Contractors support these plans.

" "1 Health care planning: Home Sharing Contractors ensure that each individual with significant health care
issues is supported by planning that identifies critical health care needs.

"I Transition planning: When an individual moves into his/her new home, there is careful preparation to
provide continuity for the individual and to ensure the Home Sharing Contractors are aware of the

individualOs needs.

Health, Safety and Advocacy

"I Individual care and support: The home provides an environment that encourages Q ..G/
the physical and emotional health and well-being of each individual. Medical and i
- .

dental needs are attended to for each individual and special -care needs are met for
individuals with physical disabilities.

" "I Safety and security: The home guidelines and procedures are designed for the safety an d security of all
individuals with particular attention to the special needs of individuals with physical disabilities and those
who are unaware of danger.

"*1 Rights: Contractors respect every individualOs rights and act as an advocate for these rights.

"*I Home atmosphere: Contractors provide a home -like environment that allows individuals to live a
rewarding life.

Service Delivery
"I Activities: Each individual has the opportunity to take part in daily activities and
participate with as few restrictions as possible in typical home living. individuals have O
the opportunity and means to communicate their wishes and feelings, to develop 1
satisfying social relationships, and develop skills that promote maximum
independence.

"I Family and friends: Contractors welcome the involvement of family and friends.

"I Community involvement: Home Sharing Contractors make full and effective use of community resources
and initiate community contacts that promote inclusion for all individuals.

Resources
"I Leadership and co-ordination of support: Home Sharing Contractors are qualified
and experienced and have regular, direct contact with each individual receiving
service, respite providers, and others involved in the individualOs life.
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"I Training of respite providers: Home Sharing Contract ors ensure that respite providers are familiar with
their responsibilities and receive necessary training. Respite providers demonstrate suitability for
providing good quality support to the individuals.

"1 Guidelines and procedures: The home has guidelines and procedures that meet all requirements of
health, safety, fiscal responsibility, individual documentation, and record -keeping.

"I Communication and problem -resolution: The individual experiences meaningful relationships that
promote mutual respect, indepe ndence, and quality of life. Communication channels are clear. Effective
ways of preventing problems and resolving individual differences are used and encouraged.

Part 2 - Building Positive, Supportive and Respectful Relationships
Transition

Moving into a new home, with new people, is a big change. People experience change differently and need
different kinds of support. Integra is committed to planning and facilitating the transition to a new Home Share
arrangement. We have included a checklist in Section D to help with the process. We believe that getting off
to a good start increases the chances of success over the long term.

Both you and the individual you have invited into your life will be involved in planning how the transition will
work. Timelines for this transition will vary based on the needs and circumstances of the individual as well as
your household. Whether the transition phase is extended or more condensed, you can expect some logistical
and emotional impact for everyone involved as you settle into this new arrangement.

Some planning steps to complete before and during the move:

" "I Spending time getting to know the individual is paramount. We help you to build your relationship using
a graduated approach starting with visits, lunch and /or dinner together, and other shared activities and
then moving to an overnighter or weekend stays as time allows

""! Any painting, renovations, or physical adaptations to be done - involving the individual can be a good
way to build relationships (paint colour etc)

" "1 Determining how the costs of moving will be dealt with

**! Deciding how the individualOs personal space and privacy will be arrangedbit will be important to ensure
that all members of the household understand and agree to respect the individualOs personal space and
belongings including not using their belongings in any way

"*! Arranging the date when the individualOs personal effects, furniture, pets will be moved in so that you
have time to complete a thorough inventory of all his/her belongings for your records and for the
individual to keep

" "1 Planning the logistics of the moving day and how best to make this happen so everyone is comfortable

"1 Making a list of observations and questions to discuss with your Coordinator

**! Making sure you have an inventory of the individualOs identification documents which should include:
BCID and/or BC Medical Card; Birth Certificate or Passport, Medical Alert (if applicable) and other
relevant documents such as Social Insurance Card or Gold Card. If the individual d oes not have any of
this ID listed, make arrangements to secure any missing documents

"I Planning a way to celebrate the move and your new life together!!

33



For the first month or so after the individual has moved in full time, you can expect us to check in w ith you at
least once a week to see how things are going. This is your opportunity to speak frankly and discuss any
concerns you may have. It is important to talk about any issues when they first arise. Our contact will become
less frequent as you both settle into the new situation, but we are always available to provide information,
support and suggestions.

To support this transition, Integra will be providing regular monitoring and support to be sure all is

in place and the placement is successful. Thi s monitoring will take place at the time of the move,
within 30 days, again after 90 days and then every 3 months for the first year of the placement. See
our section on Monitoring and Evaluating Your Services for more details about what to expect
during t hese visits. You can read more about our monitoring visits in Section B.

Personal Inventory and Clothing List

It is important that all people have the opportunity to maintain an adequate wardrobe appropriate to their
personal preferences, lifestyle and weather conditions. It is also important that people have the opportunity to
have their own personal belongings and purchase things for their room, home or personal enjoyment.

When a person moves into a Home Sharing ContractorOs home, he or she must bring with them a
comprehensive OPersonal Inventory and Clothing ListO form, completed by themselves, a previous Home
Sharing Contractor or family member. Upon arriving at their new home, Home Sharing Contractors should
ensure that the list is accurate and that no items are missing. If there is no list available, the Home Sharing
Contractor must complete a detailed list of the personOs clothing and property.

The original OPersonal Inventory andBelongings ListO should be copied to the Home Sharing Coordinator. An
updated property list is to be provided to your Coordinator, upon request, or in the case that the person moves
out of the Home Sharing ContractorOs home. It is helpful to ensure you are updating this list each time something
new is purchased, or something old is discarded to ensure accuracy of the list is maintained.

Insurance for Home Sharing Contractors

It is very important that all Home Sharing Contractors contact their insurance broker to make sure that their
homeownerOs policy provides adequate ard appropriate coverage to meet their needs. It is important that you
fully disclose to your broker the details o f your Home Sharing operation.

Insurance for the Belongings of the Person Supported in your Home

It is important that the personal belongings of the Individual you are supporting are also protected against loss
or damage. Please approach your insurance broker to ensure that these are covered through your
homeownerOs policy. Most companies extend coverage for this at no extra charge, or at most the charge should
be nominal. Should there be an extra charge; the person receiving services is responsible for this cost.
Remember to retain a copy of the paid invoice itemizing this specific charge for the personOs financial records.
Most people will re quire less than $5,000 coverage for their personal belongings, you will need to assist the
person to assess this requirement.
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Understanding and Supporting the IndividualOs Dreams and Aspirations

Each individual is supported to develop and accomplish lo ng- and short-term goals through a personalized
planning process. Home Sharing Contractors are part of the planning and implementation team helping to
follow through on pl ans, identify progress, and making adjustments to meet changing needs.

Integra uses a person centred planning approach to guide services including those offered through home

sharing. A personal plan sets out the dreams, goals, strengths, needs, preferences and aspirations of an
individual, and guides the delivery of all services. It inclu des measurable goals and objectives and is reviewed
and revised yearly. This plan is usually developed with Integra staff or by another agency involved with the
individual, with input from the individual and the family/support network. The individualOs pe rsonal plan is your
main map or guide in providing support for him or her.

Understanding and Supporting the IndividualOs Dreams and Aspirations
Building a successful Home Sharing relationship with the individual involves understanding the lifestyle he/sh e
desires as well as his/her dreams or aspirations.

Person Centred Plan - You must be familiar with and follow this plan. You will be required to report
on the status of the goals in writing in the Quality of Life Report.

Understanding D ecision Making Authority

As a Home Sharing Contractor, you are not designated as the legal guardian of the individual. However,
because you will be an important part of the individualOs life, it is likely that he or she will call on you for support
in understanding and making decisions. Your role is a delicate one that requires you to think through and make
sure you are not biasing decisions based on your values and beliefs but helping the person to think through the
options available and the consequences o f different choices. Additionally, it is important to recognize that you
do not have the authority to make legal, financial or health care decisions on the individualOs behalf.

Recent legal changes in B.C. describe the Rights of an adult individual to ma ke decisions for themselves and
explains what happens if he or she needs help making decisions. individuals are presumed to be capable until

legally proven otherwise, and the way a person communicates is not a factor in determining capability. Some

adults may have representation agreements, through which they have legally designated someone they trust to
help manage their affairs and make personal care, financial, health or legal decisions for them. Some may also
have an appointed Committee, usually a p arent, who acts on their behalf.

Make sure you understand the legal status of the individual you are caring for,and are clear about who can
make decisions if the individual cannot. In cases where the individual is not able to make decisions on his/her
own, one of the following options is likely in place for him or her. He/she may have a OCommittee of PersonO
authorized through a Public Trustee, a Representative under a Representation Agreement, or a Temporary
Substitute Decision Maker for Health Care Decisions.

More information about representation agreements, as well as plain language versions of Consent to Health
Care and the Role of the Public Guardian and Trustee as well as other useful resources on this subject are
available from NIDUS or the Office of the Public Trustee.
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Community Inclusion and Advocacy

Part of your role is to help broaden the circle of friends and build new social opportunities with the individual.
Recreational and other community activities should form a part of what you provide. Ideally, this should happen
in natural settings in the community, with peers if possible. Your choice of activities should be guided by the
individualsO personal plan. individuals are expected to pay for the costs of admission or participation in such
activities.

Be aware of the individualOs rights and responsibilities in the community. Stand up for the person if you feel
they are not being respected and treated with dignity. Help them develop their own self -advocacy skills, so
they can speak on their ow n behalf in the wider community.

Developing Relationships

People tend to be creatures of habit and convenience; they participate in the same activities on a regular basis

and quite often we plan personal activities around pre - set schedules. When we participate in activities on a
regular basis we are given the opportunity to develop relationships with people who we see on a regular basis.

As a Home Sharing Contractor, your role is to facilitate the development of relationships while assisting the

individual you are supporting to communicate with others to the best of their ability.

We are also educators, and it is our role to educate the community, and to teach everyone that individuals with
diverse abilities have feelings, desires, wants, needs, and have the same rights as everyone else. We provide
education when we redirect the con versation to the people we are supporting, when we encourage a person
to be independent in ordering their food, and when we provide just enough support for a person to be abl e to
communicate what they want.

It is a bit more challenging to connect someone who does not speak; however, the principles are the same.
Allow other people to observe how you interact with that person. You are always a role model. Do not hover
over people but allow opportunities for people to interact with others in the way they know how to. When
people do not speak, it becomes even more important to pay attention to the non -verbal communication such
as body language, facial gestures, and hand gestures to name a few. Paying close attention to what a person
is telling us through non-verbal methods will increase our understanding of what is being communicated and
will assist us to better connect people with others.

Your role is to assist people to un derstand each other. If it will help the person to make that connection, or
initiate a further relationship, share the information. For example, you may indicate to the community member
that when the person smiles, it means that they are enjoying the con versation, or when the person points to a
picture of coffee, they are communicating that they would like a coffee.

Examples of how to facilitate people being a part of their community:

"1 Assist someone to open their wallet and get money out to pay for th eir purchase on their own, rather
than paying for them;

"1 Redirect any communication from the clerk, to the person you are supporting

"1 If the person uses a wheelchair, you stand at their level to ensure that communication is directed towards
the person
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""1 You give people privacy when they run into friends, and respect that their conversation may not always
need you to be involved

"1 Help someone become familiar with the bus route to get to a place they have never gone before

"1 Become regulars at a favourite restaurant, cafe, or shop

"1 Become involved in community events or local clubs of interest.

Your role is also to allow people to make mistakes and take risks; this is a natural part of developing a
relationship. With respect to community and relationships, this mea ns supporting people to make informed
choices and decisions. If a person wants to go on a date, help them to learn about personal safety, budgeting,
and whom to call if they are uncomfortable. Present as much information as needed to ensure that the perso n
is making an informed choice, and they know they carry the responsibility for their choices. As a Home Sharing
Contractor, you may not agree with the decisions people will make, but you need to respect the decision and
support the person through whatever results of their choice. Everyone needs the opportunity to take risks and
learn from mistakes.

Religious or Spiritual Activities

Integra is a non-denominational agency serving people of all religious beliefs. We encourage and support the
right of individuals to freed om of religious choice. As a Contractor, you will respect and support individual
choices and make reasonable accommodations regarding things such as dietary or moral decisions based on
religious belief. Do not take an individual to a religious meeting or e vent without express individual consent.

Travel

The Home Sharing Contractor will provide a safe motor vehicle or otherwise provide for the transportation of
the individual receiving service, in the pursuit of typical residential and recreational needs. | tis the responsibility
of the Home Sharing Contractor to ensure that everyoneOs safety is not compromised when people are
transported in any motor vehicle owned/operated by the Home Sharing Contractor, and/or any other person
authorized by the Home Sharing Contractor to provide transportation.

Home Sharing Contractors must follow any protocols in place for the safe transportation of the person they are
supporting. If there is an emergency while driving, pull off to the side of the road when safe to do so , and call
for help.

We require you to carry at least $2 million in third party liability vehicle insurance and check with an insurance
professional about the requirement for business insurance.

While many adults can provide their own permission, if you are planning to take a trip outside your home
community, be sure you have the correct permissions in place. You must have advance written permission from
the appropriate decision maker for any individual who has a Committee of Person or Representative unde r a
Representation Agreement. You must also inform Integra and carry medical information and emergency
numbers with you. If you are crossing into the U.S., you must also have a permission letter from the designated
decision-making authority, proof of citi zenship for the individual, appropriate medical insurance coverage and
medical information and emergency numbers. Travel rules for crossing the border change often so check before
you leave home. If you are leaving your home community with an individual f or more than 12 hours, check with
your Home Share Coordinator to assess the need for a Risk Assessment.
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Long Term Visitors
If you have family or friends visiting you and staying longer than 14 days, please check with your Coordinator
to determine if a criminal record search is needed.

Sexuality, Gender Expression and |dentity

Sexuality is a natural part of the development and growth of human beings. It is inherent in expressions and
perceptions of self. Individuals have the right to learn about a nd explore their sexuality and gender identity in
developmentally appropriate ways. Be aware that you are sharing common space with the individual and that
you need to have ground rules with which you are both comfortable. Clarify individual preferences and
expectations about things such as TV shows and videos, touching, and language, and agree on what is
appropriate. Then follow the agreement and support the individual to do so as well. Do not impose your own
moral choices or judgements on the individual. Inform your Coordinator of any issues regarding sexuality that
arise and ask for specific training if needed.

Rights and Responsibilities

" "I Helping the individual exercise his/her rights and understand his/her responsibilities is an important part
of your support. The following is a checklist showing expectations of your support

"I Support the individual to learn about, exercise and advocate for his/her rights (e.g. individuals are
supported to vote if they choose to do so)

""1 Make sure you have a plain language statement of individual rights available at the home that reflects
the philosophy of community living (e.g. dignity of risk, least restrictive environment)

"1 Make sure the supports you provide reflect individual rights (e.g. considerations of privacy,
confidentiality, and personal dign ity)

" "I Be sure to provide opportunities for the individual to understand and learn to balance his/her rights with
the rights of others in the household

Each home sharing arrangement is different, and support is delivered according to the unique
needs of th e individual. What works in one home will not necessarily work in another. Please be
sure to consult with your Coordinator if you have any questions or concerns about how best to
build a positive, supportive and respectful relationship with the individual in your care.

Part 3 - Ensuring Health and Wellbeing
Care Plans

You are responsible for supporting the individualOs health and wellbeing. To supplement the personal plan,
described above, specific plans will help guide the type and level of support you will need to provide.

Every individual receiving Integra services has a care plan. A care plan describes the assistance and support
that he or she needs in daily living. It is tailored to reflect the unique preferences and support requirements of
each individual. The individual usually completes it initially, often with assistance from his or her family, and

someone from Integra, if needed. It is a confidential document that contains personal information and should
be treated as such.
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Care Plans are required for all individuals accessing Home share. In addition, Personal Care Plans and/or Health
Care Plans and Health Care Protocols will be developed for those with complex health or rehabilitation needs

A care plan usually contains information such as the following:

"1 Personal and emergency contacts

"1 Description of the person e.g. gifts, talents, likes, dislikes, important issues, triggers for behaviours,
potential challenges, significant life experiences

" "1 Description of potential risks such as goi ng missing

" "1 Description of personal support network

"1 Personal care and health needs including diet, favourite foods, sleeping patterns, washroom routines,
therapies, medical and specialist appointments, medications, allergies, and any other medical concerns

"1 Communication needs and support including preferred learning style and successful teaching strategies

"1 Community involvement including safety protocols when in the community, preferred activities and
supports needed

The care plan is a big help to you Bit should guide the care and support you provide. Always have a copy of
the plan. Review it and discuss any issues or concerns with the individual and their family before providing
home sharing. Care plans are updated by you and the individual annually.

If you notice significant changes in the person supported, do not wait for a review to bring this to the attention
of the family (as outlined in consents) and your Coordinator.

Personal Care

Some individuals need direct assistance with personal ca re and hygiene routines. If this type of support is
needed, these routines will be outlined in the Care Plan as described above. You are expected to provide
personal care in a way that ensures the privacy and dignity of the individual and promotes the highest level of
independence and personal choice possible. This helps the individual learn appropriate touch, language and
personal boundaries through consistent modelling. It also provides comfort, consistency of routine and
familiarity for the individual wh ile protecting everyone involved. Do not allow anyone else in your household to
provide personal care - only Integra approved caregivers are allowed to do so.

Standards of Personal Care
Touch and personal interactions are integral components of providing personal care. Make sure you adhere to
the following guidelin es when touching the individual you are caring for:

"1 Avoid private parts during affectionate touching or hugging
"*! Allow as much privacy as possible while ensuring safety
"1 Follow the care plan

""! Let the person feel in control and be able to stop the touching at any time, except in a dangerous
situation
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General Health Care

Home Share Contractors are responsible for addressing individual medical complaints promptly and effectively.
Operators are encouraged to Oerr on the side of cautionO when assessing a situation that may warrant medical
attention.

In the event of a sudden illness or collapse, the Contra ctor must ensure that the individual is transferred to the
hospital via an ambulance (or his/her own vehicle).

In addition to making ap pointments whenever necessary, Contractors are responsible for ensuring that
individuals receive annual complete physical check -ups, optometry examinations every two years, and bi -
annual dental check-ups. Female individuals need to have annual gynecological check-ups that should include
having a pap smear, pelvic exam and breast exams, and those over the age of forty, needs to have
mammograms.

Home Share Contractors are expected to either accompany individuals to appo intments and ensure that any
follow-up (i.e. filling prescriptions, contacting other doctors, making changes to the individualOs information
forms, etc.), are completed.

Home Share Contractors do not have the legal authority to authorize medical procedu res and are required to
obtain authorization for the completion of a medical procedure.

"I The Individual - Whenever possible, the person should sign for their own medical treatment.

""! A Representative - A person who the individual trusts can be chosen as the individuals Representative.
This person is chosen ahead of time by the individual, and a Representation Agreement is done and
legally notarized so that it is clear which decisions the Representative can make, and what they should
consider when making them. (See ORepresentation Agreement ActO)

"1 A Family Member - When an individual cannot fully understand the ramifications of a treatment or in the
event of an emergency where an individual cannot sign for himself/herself, a family member may sign

""I Public Guardian and Trustee or Committee - When there is a trustee or committee involved, he/she must
sign the authorization

"1 Two Physicians - In the event of an emergency, two physicians may sign their authorization of a medical
procedure

You are responsible for meeting the health care needs of the individual you are caring for, as per the care plan.
This could include using equipment such as braces or a wheelchair, and following established routines and
instructions regarding feeding, allergies or other medical concerns. Only carry out routines that are set out in
writing in the care plan. The care plan includes details about when and how to administer prescription and non -
prescription medications and procedures and ramifications of missed doses.

Keep all medications in a safe storage place. Some individuals may take their own medications while others
may need your support. If you wish, you can set up a medication chart that includes name of medication,
dosage and time, with initials. Ask the pharmacy for an example if you want to use it.

You will be required to keep track of all therapy, medical, dental and other health related appointments and, in
most cases, attend the appointment with the individual.
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You are responsible for keeping informed about any changes to medications or other medica | routines, and for
ensuring there is enough medication (blister-packed) or supports for other medical needs.

Health Care Plans & Health Care Protocols

A health care plan is required for individuals who have complex health or rehabilitation needs that req uire
professional involvement. It sets out what procedures are required, who can perform them and who monitors
them. It includes appropriate protocols such as seizure management, physiotherapy, and/or a delegation of
task. It is developed by Health Service s for Community Living Branch of Ministry of Health (HSCL), or by one
of their contracted service providers. If the individual has a health care plan/protocol, you must have a copy of
it and follow it. It may be attached to the care plan.

Health Care Plan Requirements:

"*I The health care plan covers areas where the individuals require planned medical / therapeutic support

"I Qualified health professionals (Health Services for Community Living professionals) are involved in the
development of the health care plan and approve the plan in writing

" "1 Individuals, their families, or other supporters are involved in the development of the health care plan

""!I The health care plan is monitored for its effectiveness in directing health care and changes are made to
the plan as needed

"I Home Sharing contractors including respite contractors

I 1 are familiar with protocols outlined and receive training as necessary

I I must ensure that health care is provided according to the health care plan

I I are clear on who has the legal authority to make health care decisions, emergency versus
ongoing care, and role of the family

I 1 have been informed regarding any representation agreements, committee of person or
temporary substitute decision makers that are in place and are aware of their purpose and the
role of these decision makers if one has been appointed for an individual

Behavioural Support Strategies

Contractors are expected to interact with individuals in valuing and respectful ways that support their rights,
safety and dignity. This caring relationship forms the basis for positive and appropriate behaviour. Always strive
to assist individuals to develop self -control, self-confidence, self-discipline and sensitivity to their interactions
with others.

Please be familiar with and follow the Community Living B.C. Behaviour Support & Safety Planning - A Guide
for Service Contractors provided with this guide.

Redirection and correction should be a positive learning experience that teaches the individual to control and

correct his or her own behaviour. It can include natural consequences, praise, encouragement, modelling, rules,
limits and counselling. It must not include punishments such as spanking or removal of basic rights such as

food or privacy. Positive and preventative strategies that help e stablish a positive atmosphere can maximize
the opportunities for appropriate behaviour. For example:

" "1 Establishing clear and consistent expectations and explaining them in a simple, straightforward way
" "I Stating limits in a positive way
"1 Focusing on the behaviour, not the person
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" "I Stating what is expected instead of asking questions

" "1 Giving time for someone to respond to change

" "1 Reinforcing appropriate behaviour with words and gestures
" "1 Ignoring minor incidents

"1 Observing and anticipating

Crisis Management / Posi tive Behaviour Support

Oftentimes people with diverse abilities have difficulty managing their emotions and behaviour when there is an
increase in their level of stress. In turn, this often decreases a personOs ability to manage that stress. Imagine
being a person who cannot read, write, understand time, or speak and tell people what they need and want -
this would create anxiety and stress that would be difficult for anyone to manage.

Home Sharing Contractors are responsible for supporting the individu al to develop coping skills that will enable
them to successfully manage crisis situations, learn about their feelings and how to express themselves and
have their needs responded to. Training and resources are available to Home Sharing Contractors to assi st
them in developing these skills. The training and resources provide strategies that will assist with responding
to crisis, teaching new coping skills and helping people learn effective skills to minimize conflict and crisis. This
training is recommended for all Home Sharing Contractors.

Behaviour Support and Safety Plans

Some individuals whose behaviour is challenging to the point where it seriously interferes with learning, daily
activities, and participation in community activities or is critical or unsafe placing people or the individual in
jeopardy, require a Behaviour Support Plan. An accompanying Safety Plan will be included if the behaviour
places the individual or others in jeopardy.

Behaviour support is a systematic and planned approach to pr event or reduce challenging behaviours and
enhance quality of life for individuals. Behaviour support is a set of function-based strategies that combine the
science of behaviour, information about physical and mental health, and person -centred values. Behaviour
support planning focuses on proactive, positive strategies. The goal is to positively address socially significant
behaviours and skills in a way that will benefit the individual and all of the people within their social network.

A Safety Plan is an individualized, written document designed to support Contractors and others to respond to
and de-escalate unsafe behaviour and protect the individual and/or others from harm. Unsafe behaviour is
behaviour that is of such intensity, frequency or duration t hat the physical safety of the person or those nearby
is put at risk. A Safety Plan may only be developed in conjunction with a Behaviour Support Plan. It is a
companion document focused specifically on addressing unsafe behaviours in the context of an ove rall
behavioural approach to improving quality of life. A Safety Plan is a serious further step with additional approval
and review requirements.

The strategies in a Safety Plan are designed only to de-escalate unsafe situations and reduce risk of harm. A
Safety Plan includes restricted practices (defined in the CLBC Behaviour Support & Safety Planning - A Guide
for Service Contractors) and requires certain written authorizations. A Safety Plan can only be developed with

the support of a qualified Behaviou ral Consultant.

As a contractor, it is essential that you understand both your role in implementing any behaviour support or
safety plans that are in place for the individual in your care. You must follow the guidance of the CLBC Behaviour
Support & Safety Planning - A Guide for Service Contractors
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Prohibited Practices
Prohibited practices can never be used as behavioural techniques, even in an emergency.

Prohibited practices include:

"1 Physical or corporal punishment, such as punching, slapping, pulli ng hair, spraying; with water or using
excessive physical force

I Punishment, ridicule, neglect, humiliation or retaliation, such as swearing, yelling, demeaning attitude,
or name-calling

" "1 Electric shock, including electric prods or Tasers

I' Use of noxious substances (i.e. Tabasco Sauce, lemon juice, detergent or pepper)

I Misuse or overuse of a drug for a non -therapeutic or non-medical effect

"1 Use of a psychotropic drug without medical authorization

I Leaving a person unattended when in any form of approved restrain t

I Ongoing removal of personal belongings from a personOs environment

I Seclusion i.e. the separation of an individual from normal participation and inclusion, in an involuntary
manner. The person is restricted to a segregated area, denied the freedom to leav e it, and left alone

As a Home Sharing Contractor, you are expected to take all necessary steps to ensure that these prohibited
practices are never used.

Safety Practices

You are expected to provide a safe home environment, including adequate fire and o ther
emergency plans, precautions, and procedures. This should include fire procedures and how

to evacuate during an emergency. It is recommended that you practice fire and earthquake

drills. You must also have fire safety equipment such as smoke detecto rs, 5-pound fire
extinguishers, and emergency lighting such as a flashlight.

Make sure you have a fully-stocked first aid kit in your home and in your car. Check and restock the kit after
every use and at least annually. At minimum, your first aid kit sh ould contain the following items:

"*!I Emergency telephone numbers for EMS/9-1-1, your local poison control centre, and your personal
doctors

"1 Home and office phone numbers for family members, friends, or neighbours who can help

" "I Sterile gauze pads (dressings) in small and large squares to place over wounds

""! Adhesive tape

"1 Roller and triangular bandages to hold dressings in place or to make an arm sling

"1 Adhesive bandages in assorted sizes

"l Scissors

""l Tweezers

" "I Safety pins

"I Instant ice packs

" "1 Disposable non-latex gloves, such as surgical or examination gloves

" "1 Flashlight, with extra batteries in a separate bag

"1 Antiseptic wipes or soap

"1 Pencil and pad
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"1 Emergency blanket

""! Eye patches

"*! Thermometer

" "1 Barrier devices, such as a pocket mask or face shield
"1 Coins for pay phone

**1 Canadian Red Cross first aid manual

Be sure you have an emergency response gathering location and have practiced going to this location during
your drills.

We request that you supplement the supplies in this kit so there are enough for extended family and other
adults living in the household.

Earthquake Supplies
We request that you have an earthquake kit ready for an emergency that has enough food and water for each
member of the home for a minimum of 72 hours.

"1 Four litres of water per person per day (use sealed, unbreakable containers and replace the supply every
six months)

"*! Packaged or canned food that wonOt go bad, and a can opener (replace the food once a year)

"1 Walking shoes, rain gear, and a change of clothing

" "1 Blankets or sleeping bags

""1 A first aid kit and pr escription medications (check the medications every six months to make sure they
havenOt passed their expiry date)

""1 Toilet paper and other personal supplies

""! An extra pair of glasses

""1 A battery-powered radio and flashlight, along with extra batteries

"I Spare cash

""! An extra set of car keys

""1 A list of your family doctors

""! Important family information such as a list of any medical conditions or medical devices, such as
pacemakers

"1 Photocopies of all important identification for you and the individual including health ¢ ard numbers

"1 Special items for babies, elderly, and disabled household members

"1 Cell phone and contact information for family and friends

Emergency Car Kit
We request that you keep an emergency kit in your car.

""! A battery-powered radio and flashlight, with extra batteries
"*I A blanket

" "1 Booster (jumper) cables

""1 A fire extinguisher

"*I' A Canadian Red Cross first aid kit and manual

"1 Maps of the area
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**! Bottled water and high -energy foods that wonOt go bad (replace the water every six months and the
food once a year)

"*I A shovel

"*! Flares

""1 A tire repair kit and pump

**! Matches and a OsurvivalO candle in a deep can that will burn for many hours

Ongoing Safety Monitoring

Your Coordinator will have conducted an initial safety visit when you first applied to be a Home Sharing
Contractor. We will continue to conduct annual safety visits as part of our monitoring practices outlined in
Section B of this handbook. We will use the Health and Safety Checklist for Home Sharing. This practice helps
to ensure a safe environment for the individual. We encourage you to use this list as a regular check and to
self-monitor and evaluate the safety of your home environment regularly.

Part 4 - Handling and Reporting Emergencies and Other Incidents
Handling Emergencies

An emergency is a situation that places an individual or a caregiver at risk, and/or that requires the assistance
of a doctor, nurse, 911, (Police, Fire, Ambulance). Examples nclude a fire, vehicle accident, a psychological
emergency, or a serious injury. Call 911 if it is a medical or safety emergency and then when you are able,
contact family, or designated emergency contact person and your Coordinator.

The Home Sharing Provider should be aware of and follow community emergency preparedness plans. You are
encouraged to prepare for emergency preparedness. For more information connect with local Fire Departments,
Emergency Preparedness offices or www.safecanada.ca for more information.

You should keep emergency numbers for fire, police/ambulance, poison con trol and your Home Share
Coordinator, along with the personOs emergency information handy.

Planning in advance for an emergency makes it easier in the event an emergency does arise.

In the event of a serious accident, sudden illness, missing person, a ps ychological emergency, or an
unexpected death, contact 911 immediately to access the appropriate emergency services available to you
within your community.

For critical incidents of an urgent nature (any allegations of abuse or neglect, self -neglect,
unexpected death) that occur when Integra's offices are closed, you must also call the MCFD After
Hours Office at 310 -1234 (no area code needed) to r eport the incident immediately. You are
required to report all emergencies and incidents to Integra.

Important Tips:

I 1 Keep emergency phone numbers for fire, police/ambulance, poison control, and Integra, along with the
individualOs emergency contact numbers and information, near the phone

I 1 Make sure you have a signed consent to transport the individual to hospital

I 1 Make sure you have a completed Emergency Profile

I 1 Make sure you have an up to date Consent form
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Critical Incident Reporting
Reporting Emergencies and Other Incidents

Reporting the incidents that arise in an individualOs life helps us tounderstand and respond more effectively to
each individualOs needs. As a contractor, you are required to report all incidents even those that may feel less
significant to you such as cuts and bruises.

Critical Incidents are defined in CLBC policy. Cirit ical Incidents are serious or unusual events that involve an
individual accessing services funded by CLBC that occur while service is being delivered. CLBC defines critical
incidents to include the following:

*"1 an individual that is involved in or impacted by a critical incident;

"1 a critical incident, or an alleged or suspected critical incident of emotional, physical, financial or sexual
abuse, or neglect an individual who witnesses a critical incident that is traumatic and violent (e.g. all
types of abuse, aggression between individuals, incidents of aggressive/unusual behaviour)

In 2016 CLBC updated all the definitions on the critical incident report for improved clarity and increased
consistency with definitions used by Community Care Facilities Licensing (CCFL). These definitions are on the
back of the new Critical Incident Report, or to you or other members of your household. A critical incident is
also any event that constitutes an infringement of an individualOs rights; and/or is unusual or extraordinary in
nature.

OWhile service is being deliveredO

V If the person requires medical attention (ie: breaks a leg and you have to call 911 and they are transported
to hospital OR chokes on a piece of pie and you have to perform First Aid) while at home with you, then a CIR
needs to be completed by the Home Share Provider and sent to the Coordinator.

© If the person requires medical attention while at their Uncle's home, the Home Share Provider would not

submit a CIR (because the person is not home and so home share service is not being delivered). Rather, the
Home Share Provider would let their Coordinator know for record keeping purposes.

THE ONE AND ONLY EXCEPTION: Home Share Providers must immediately report any situations involving
allegations of abuse, neglect, or self-neglect of adults with developmental disabilities to their Home Share
Coordinator. This it true even if the incident happened outside of service delivery.

Your Coordinator is responsible for reporting all critical incidents to CLBC within required timelines. This means
that when incidents of an urgent nature (e.g. any allegations of abuse or neglect, unexpected death) occur,
Home Share Providers must:

I' 1 immediately call the MCFD After Hours Office at 310-1234 (no area code needed) to report the incident

I'1 call their Coordinator (double check you have your Coordinator's cell phone number a nd leave a
message), and

I'1 fax the critical incident report within 24 hours to Integra: 250 -721-5993. Do not email your Critical
Incident Report.
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You must submit CIR to
Inteara within 24 hours

* Your Coordinator will
follow up with

It is your responsibility to become familiar with and follow Community Living BC Guidelines for Reporting Critical
Incidents.

Other incidents

These are less significant but important to report. These in clude fall, cuts, or other minor injuries that do not
require medical attention. Call the family (as required and with consents B some may not want to be alerted
about these types of incidents) and your Home Share coordinator and complete an in-house report. You must
fax the in-house report within 5 working days to their Coordinator.

In the event of an unexpected death in Home Share

Home Share Contractors must immediately contact 911 for ambulance and local police when an unnatural,
sudden and unexpected, unexplained or unattended death of an individual occurred while in home share. In

situations where you are uncertain about whether a death is considered unnatural, sudden and unexpected,

unexplained or unattended, 911 can then advise if the am bulance and local police need to respond or whether
you should contact the Coroner at: 250 -952-4150. Contact a relative or neighbour who can come and support

you and other members of the household.

Following a death, family members of an individual who resided in a CLBC!funded residential service such as
home share, are notified in a manner that is sensitive to their loss and reflects the type of relationship they have
had with their deceased family member, the Home Share Contractor, Integra, and CLBC.

In situations where it is unclear if the Home Share Contractor is the most appropriate person to
notify the family and/or a legal decision maker, the  Coordinator and CLBC will work together in a
timely way with the Home Share Coordinator and hea Ith care professional (e.g.,family doctor, nurse)
to determine who should be responsible for notification and how it should be done.

Immediately following an unexpected death, most people report experiencing a period of numbness or shock.
Because an unexpected death is a personal trauma, feelings of sadness, helplessness, horror, vulnerability and
fear are common and may be prolonged. As a result, your confidence in the world may be shaken and you may
feel unsafe. Because of the unpredictability and sens elessness of this death, you may assume responsibility for
what has happened in an attempt to make sense of it.

For most people, the intense emotional pain of grief will subside as they come to terms with the unfairness of
the death. Eventually, energy will be refocused on the future. However, if your grief response does not gradually
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lessen in intensity or, over time, continues to interfere with your academic, social or occupational functioning,
then you may benefit from professional assistance.

Missing Person

Home Sharing Contractors must take proactive measures to ensure that individuals do not go missing.
Individuals should be supported to explore their neighbourhood and review basic safety practices to minimize
the risk of becoming lost or confused.

The Home Sharing Contractor must develop a missing or wandering person protocol that can be referenced by
all who support the individual. The protocol should include a recent photograph and a list of the individualsO
favourite locations or likely places to search. It should also clearly indicate the specific conditions under which
the individual should be considered missing. A missing or wandering person is a reportable critical incident.
Home Sharing Contractors must be guided by that policy when reporti ng this type of event.

Abuse and Neglect

Individuals served through IntegraOs Shared Living Services, like all members of our community, have the right
to live, work, play, learn, and participate in everyday activities in a safe and secure environment, fr ee from abuse
or neglect of any kind. No form of abuse or neglect will be tolerated. As a contractor, you are strictly prohibited
from subjecting the individual to such abuse or neglect, or from allowing an individual to be abused or neglected
by others while in your care. You are expected to protect those you support from abuse and neglect. Abuse
or neglect of an individual by a contractor is grounds for immediate termination of the agreement and may also
result in future legal action.

Abuse is the deliberate mistreatment of an adult that causes physical, mental or emotional harm, or damage to
or loss of assets. Specific types of abuse include: physical, psychosocial or emotional, verbal, sexual, financial,
and medication abuse.

Different types of abuse:

**!| Emotional Abuse - Any act or lack of action that diminishes a personOs sense ofwell-being. Examples
of emotional abuse include, but are not limited to, humiliation, exploitation, excessive and repeated
demands, any derogatory or demeaning language direc ted toward an individual, confinement, isolation,
and intimidation.

I Financial Abuse - The misuse of a personOs funds or assets. Examples of financial abuse include,
however are not limited to, stealing money, buying or selling an item from or to a person without
appropriate third-party involvement, and making purchases for someone that are not in his/her best
interest.

I Neglect - Defined as any deprivation of an individualOs requirements for food, shelter, medical attention
or supervision that endangers the safety of an individual. It includes any failure to provide necessary
care, assistance, guidance, basic necessities or attention to an adult that causes, or is likely to cause,
serious physical, mental or emotional harm or substantial damage to or loss o f assets.

I Physical Abuse - Any physical force towards a person in care is not acceptable. Examples of physical
abuse include, however are not limited to, hitting, grabbing, pinching, physically moving a person
against their wishes (unless in an emergency situation), or physically restraining a person (unless pre-
approved in accordance with CLBC policy).

48



"I Sexual Abuse - Any sexual behaviour directed towards a person in care that is not consensual or is by
a person in a position of trust or a friend, family m ember of the Home Sharing Provider. Examples of
sexual abuse include, however are not limited to, a volunteer pursuing a sexual relationship with a
person in care, reports of incest, or a Home Sharing Provider fondling a person in care or using sexual
language around a person in care.

At NO time should Home Sharing Contractors be participating in any form of a sexual or intimate relationship
with the person(s) to whom they are proving service.

If you suspect that an individual may have been abused or negl ected, you must report it. Follow these steps:

I 1 Ensure the immediate safety and well-being of the person

I 1 Notify Integra immediately by leaving a message; after hours, notify the MCFD After Hours Office at 310 -
1234 (no area code needed) to report the incident

I 1 Notify the police if it is an emergency

I'1 Obtain medical attention if needed

I 1 Complete a Critical Incident Report form and return to Integra immediately

I'1 Cooperate fully with any investigation by police and/or Community Living B.C., the Office of the Public
Trustee or the Regional Health Authority

It is not your responsibility to notify the family; that is the responsibility of the Coordinator or other
agency liaison .

Other Health and Safety Considerations

Nutrition

Part of your responsibility is to meet the nutritional needs of the individual you live with. Use CanadaOs Food
Guide as a reference for meal planning. Encourage individuals to make choices within the substitution
guidelines of the Food Guide. Follow any nutritional plans and preferences in the care plan, includin g any food
preferences, intolerances or allergies. Handle food safely, paying particular attention to adequate cooking and
refrigeration and to preventing contamination. We encourage you to take a Food Safe course.

Universal Precautions

Home Sharing Contractors are expected to observe basic cleanliness routines such as regular hand washing,
and to understand and follow standard precautions at all times when providing care to a person. Always treat
blood and other bodily fluids as potentially dangerous. Us e latex/vinyl gloves when personal care involves body
fluids, or when touching surfaces contaminated with blood or body fluids. Disinfect contaminated items and
surfaces with bleach. For more information see www.bchealthguide.org

Substance Use and Misuse

Integra supports a healthy, smoke -free environment. Caregivers should use common courtesy around people
in their care. Specific guidelines for smoking should be mutually agreed upon between you and the
individual/their family before service begins. Guide lines include refraining from smoking in the same room or
vehicle as the individual you are supporting, and only smoking outside.
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Social drinking is part of our mainstream culture and a commonly accepted practice among many Individuals
and families. ISS expects you to conduct yourself in a manner that demonstrates positive role modelling, good
judgment and common sense.

It is unacceptable for you to be under the influence of illegal drugs while service is being delivered. The use of
other substances, such as prescription and/or non -prescription medication that cause impairment, is not
acceptable and is strongly discouraged while you are a Home Sharing Contractor.

Violence Prevention

Some Individuals may have behaviours that could cause harm to either themselves or to people around them.
Ensure you are familiar with the Guidelines for use of Behavioural Techniques as well as any issues and
strategies about behaviour in the IndividualOs support plan, behaviour plans and/or health care protocols. We
also suggest you enroll in non- violent crisis prevention training.

Storage of Medication and Toxic Substances

Most medications need to be stored under clean, dry, cool conditions. Some may require refrigeration and will

be clearly marked on the label from t he pharmacy. Medications should be stored in a secured area to ensure
safety against accidental use as many drugs that are not prescribed for a person could be very harmful. Home
Sharing Contractors should not be providing the individual they support with any over-the-counter medication
without requesting a list of approved over -the-counter medications from the individualOs physician.

Any poisonous, flammable, or combustible materials should be stored in a locked area, separate and apart
from the common living area. Combustible materials, i.e. oily or paint-filled rags, paint thinner or turpentine
should be stored in sealed, air-tight containers, away from any heat source.

Commonly used household cleaners and chemicals that are potentially dangerous for t hose who are unaware
of common dangers must be stored in a locked area. This includes products such as dish soap, laundry soap,
mouthwash, cologne, etc.

Support During a Hospital Stay

Sometimes you may have to transport or accompany an individual to the hospital. If it is a planned stay, be
sure to advise your Coordinator in advance and have the necessary consents and paperwork in place for the
authorized treatment. This type of visit should be part of the overall care plan and involve advance planning
with the team supporting the individual.

If it is an emergency, notify your Coordinator and if it is deemed critical, arrange to meet them at the hospital.
Remember to bring the individualOs most recent OConsent for Health Care Suppor® form that authorizes
treatment in the case of a medical emergency.

At the hospital, you should act as the personOs advocate; support them and provide information to medical staff
as required. This may include acting as an interpreter, providing food, p ersonal care and emotional support,
and liaising with medical staff. You are not allowed to sign consent forms on behalf of the individual or carry
out medical or nursing duties such as administering medication, or intravenous, moving the person or changin g
dressings.
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Be aware of the individualOs rights and dignity while being cared for in the hospital. Advocate on their behalf if
needed. Inform Integra if you have any concerns about the care or treatment the individual received while in
hospital. File a critical incident report, including any such concerns.

Part 5 - Taking Care of Yourself
Self-Care is Important

Being a Home Sharing Contractor has an impact on you and on the other members of your household. There
are many positive benefits and opportun ities. There can also be stresses and challenges b physical, mental
and emotional. We suggest that you take good care of yourself first. We will provide you with a copy of a
practical guide to self -care called Taking Care!- A Guide for Caregivers on How to Improve Their Self-Care. We
suggest you read it.

We suggest that you take good care of yourself, making sure you eat well, and get adequate exercise and rest.
A healthy caregiver is better able to provide quality care. Notify your Coordinator immediately if you are ill or
are otherwise unable to fulfill your role as a Home Share Provider.

To maintain your own mental, physical and emotional health and to continue to provide high quality care and
support without burning out, caregivers need a break.

Common Sources of Stress for Caregivers:

"1 Trying to live up to unrealistic expectations

"1 Intensive caring for others at the expense of self-care
"1 Inability to set appropriate boundaries

" "1 Pushing themselves too hard

"1 Mental and physical demands

"1 Heavy workloads

""! Long hours on the job

"*! Time pressures

" "I Limited resources

"1 Competing priorities

Be on the Alert for Signs of Stress: Caregivers are usually alert to the stresses of people they help. They are
not, however, always as alert to the stress and fatigue that can sl owly surface in their own lives and need to be
reminded of normal stresses that may affect them.

Common Physical/Behavioural Reactions: fatigue, loss of appetite, difficulty falling asleep, restlessness,
headaches, changes in sleeping, increased blood pre ssure, changes in eating habits, increased susceptibility
to colds, flu, infection, change in libido, changes in smoking habits, changes in alcohol and drug consumption.

Common Emotional Reactions: feeling helpless, overwhelmed, inadequate, fragile, vulne rable, unable to cope

or go on, increased mood swings, decreased motivation, feeling burned out, crying more frequently and easily,
isolation, changes in communication patterns and other relationship dynamics, withdrawal.
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Common Cognitive Reactions: confu sion, difficulty making decisions, difficulty problem solving, memory blanks,
having ambiguous feelings, questioning why this happened in a world that is supposed to be safe, difficulty
concentrating or paying attention.

Caregivers are not immune to the above reactions and need to remind themselves that these are normal human
responses to stressful circumstances. Although many of the underlying stresses cannot be prevented, you can
increase your resistance by taking care of yourself and staying healthy. It is important to pace yourself and
know your limits, so you can continue to be available to the Individual you support, your family, and your
community.

Here are some stress -relieving activities:

o/ Take opportunities to be physically active

o/ Eat sensibly. Avoid excessive use of caffeine and alcohol. Drink plenty of water

o/ Know and respect your limits. If you feel exhausted and need time off, take it. Respect commitment for
regularly scheduled time off

o/ Spend time with family and friends. Talk to them. Listen t o their stories. Listen to them if they become
concerned with your health and well -being

o/ As much as possible, continue to participate in social and recreational activities

o/ Get some rest. If you have trouble sleeping, get up and do something relaxing or enj oyable

o/ Be on the lookout for any changes in your habits, attitudes and moods

e/ Share your own reactions and issues with colleagues. Don't hesitate to ask others for advice

¢! Include yourself on the list of people you are taking care of. Take some time to do so mething just for
yourself every day. Taking care of yourself will put you in better shape to give care to others

o/ Be self-nurturing and don't forget to laugh!

Be sure to recognize your capacity to balance your responsibilities as a Home Sharing Contractor
with other employment you might take on

The following are some other things you should be aware of in order to protect and take care of yourself and
make the Home Sharing experience a positive one for everyone involved.

lliness or Other Circumstance Imp acting Your Capacity to Fulfill Your Role
It is critical that you notify Integra immediately if you are ill or are otherwise unable to fulfill your role as a Home
Sharing Contractor.

Respite

Respite arrangements can be flexible to meet your needs and sche dule. It could mean someone coming into
the home and you going away. Or it could mean the individual goes to another home. We strongly encourage
you to make use of this provision.

""1 You are directly responsible for selecting, hiring, training, supervising a nd paying each respite provider;
"1 You continue to be responsible for all the services provided to the standards outlined in your agreement
with us and this handbook even when the respite provider is providing services for you in your absence.
This means you must actively supervise the respite provider and make sure he/she:
I 1 Has the qualifications, up to date first aid, and other certifications required
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I 1 Meets the background check requirements

I 1 Has been oriented and trained by you to effectively meet the needs of the individual(s)

I 1 Complies with all the same standards that you must meet including CLBC standards and policies
and all standards outlined in your agreement and this handbook

Additional Employment
You may engage in other contracted work, employment or business activities, provided that it does not interfere
with the provision of Home Sharing as per your agreement and does not constitute a conflict of interest. In

carrying out other work, you are not permitted to use IntegraOs property, equipment or premises, represent
Integra or bring Integra into disrepute.

Conflict of Interest

It will be important to balance your role as a Home Sharing Contractor with other roles you hold to be sure you
do not inadvertently set up a conflict of interest. As a contra ctor, you could be in a conflict of interest if your
self-interest conflicts with the interests of Integra and/or the individual receiving Home share. An example is a
Home Sharing contractor selling products to an individual being served.

Contractors should take care to avoid a conflict or apparent conflict of interest situation by:

""1 Making sure that relatives or others living in your household are not involved in the screening or
monitoring of you as a home sharing contractor

""!1 Not selling goods or service s or entering into a business relationship with the individual for whom you
provide Home sharing, or members of his or her family/support network

""1 Making sure that other contracts or employment do not interfere with your ability and availability to
provide Home sharing

"*! Not using IntegraOs property or services for personal use

A Final Word

In closing, we wish to thank you again for accepting the important role of sharing a home and providing support
and care to an Individual with diverse abilities. We encou rage you to use this guide and the other resources we
have to offer in order to support you to become an informed, successful caregiver. Together, we can help build
a more inclusive community and support Individuals to live fuller lives.

53



Section D - Resources
Reading for Contractors

The following documents are attachments to this handbook. Please be sure to review them carefully as they
outline the expectations set out in your agreement.

My Right and Responsibilities PIntegraOs Statemenion Adult Rights

Employment Standards Fact Sheet on Independent Contractors

Integra Health and Safety Checklist for Home Sharing

Community Living B.C. Behaviour Support & Safety Planning - A Guide For Service Providers
10 Things You Can Do to Support a Person With Difficult Behaviours - David Pitonyak
Providing Support to Persons who are Functionally Dependent and Emotionally Fragile - Nathan Ory,
M.A.

Community Living B.C. Critical Incidents: Service Provider Requirements

Community Living B.C. Standards For Home Sharing (Adults)

Taking Care! A Guide for Caregivers on How to Improve Their Self-Care

Home Share Missing Persons Profile

Home Share Intake Form

WorkSafe BC Booklet: OWeOve got you covered Personal Optional Protection insuranceO

IntegraOs webste has a Resources page with links to useful information.
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Dispute Resolution Protocol
This chart supplements but does not replace the language in # 11 in your agreement with us.

Stage 1- Party with the dispute will provide
. . written notification of the dispute to
Notification the other party
and Initial 60
. days
Meeting Good Faith Attempt to Try to Work it

out between 2 Parties

If not resolved between 2 parties within
Stage 2 - 60 days of written notifs:ation. itis
Referred to referred to executive director 60
Executive days
Director to help Executive Director and Contractor will
Resolve meet to discuss and attempt to settle
the conflicting positions.
If Stage 2 does not resolve the issue,
1" option Is mediation. Both parties to
choose a mediator together or have
Stage 3. Mediate BC appoint a mediator from
L. a preapproved list
Mediation or Costs of
Binding either
, ) mediation or
Arbitration If both parties either agree that arbitration
mediation cannot resolve the issue or will be
they find attempts 1o mediate have shared
not worked. either party can provide equally by
written notice to the other and refer each party.
to binding arbitration, Both parties
must agree on the arbitrator. If they

don't within 15 days. |1 party can
request an arbitrator be appointed.
Binding arbitration is a final decision

that neither party can dispute

Stage 4 - Courts - Unless there is a question of law in which the arbitrator has no jurisdiction,
resolutions at Stage 3 will be final and binding with no option to take to court. If there is a
question of law, a party can appeal to the courts for interim protection or relief.
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What does the $716.13 Oshelter and supportO contribution cover?
As of April 2019, all individuals receiving monthly Persons with Disability Benefits who reside in Community

Living BC (CLBC) funded residential services receive the maximum monthly PWD rate of $1183.42. From this
amount, individuals pay the service provider $716.13 towards their shelter and support costs, and the personal
expense amount the individual keeps is $467.42.

People 65 and over receive Old Age Security/Guaranteed Income Supplement (OAS/GIS) from the federal
government. As of April 1, 2016, the shelter and support rate for individuals in receipt of Old Age
Security/Guaranteed Income Supplement (OAS/GIS) benefits has changed. Individuals age 65 and over in
receipt of OAS/GIS are now required to pay $ 1,005.80 a month for shelter and support costs. The amount for
personal expenses an individual age 65 or older keeps is $457.09.

Below is a practical guideline of what is and isn't covered under the $716 Oshelter and supportO payment:

v/ Groceries
Vv Rent
V Utilities:
basic cable v/
landline phone for local calls v/
heat v/
electricity v/
basic internet v/
v Laundry

Laundry detergent and fabric softener are covered as part of household grocery
Products other than those provided is at the expense of the person receiving support unless there is a
health-related reason. For example, the need for scent free products because of allergies

v/ Basic toiletries
Shampoo vV
Conditioner v/
Body wash/bar soap v/
Tooth brush v/
Toothpaste v/
Razors v/
Shaving cream v/
Feminine Hygiene Products v/

These are considered part of house hold groceries. More expensive specialty or salon products are the
responsibility of the person receiving service.

V Transportation (rides)
Transportation to medical and health appointments and formal activities .
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I' Clothing
The person receiving services is responsible for budgeting for and purchasing:
clothing
footwear
outer wear such as coats, hatOs, scarves, gloves
I Transportation
bus pass
monthly Handy Dart pass
taxi saver coupons
airfare
ferry tickets -
BC Ferries Disabled Status Identification Card Application
train tickets
greyhound bus tickets
I' Personal Items
The person receiving services is responsible for budgeting for and purchasing:
electronics, DVD Player
games
bedding
make up
personal computer, tablet, iPad, iPod
television, including extra cable channels

I Cell phone and plan

The cost of a cell phone and monthly plan is the responsibility of the person receiving services.

Long distance charges are to be paid by the person.
I Vacations

The person receiving services is responsible for travel costs that include:

bus fare

airfare

hotel
If the home share provider is travelling with the person, some of the grocery money may be used to cover meal
expenses while on vacation, otherwise the person is responsible for paying additional meal costs when eating
out.

I' Medication
The person receiving home sharing services is responsible for purchasing any prescription medication
as well as any overthe-counter medications, medical equipment and supplies not covered by the
Ministry of Social Development, BC Pharmacare, or Plan C. There are eligibility requirements to obtain
coverage for health supplements and monthly nutritional supplements. CARF accreditation standards
require that individuals living in any CLBC funded residential services provided by Integra must have an
annual medication review

I Costs that exceed basic dental coverage
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HOME SHARING CHECKLIST FOR INDIVIDUAL MOVES

The following items, where applicable, are generally provided to the home sharing provider prior to
an individual moving into the home:

Birth Certificate BC ID/BC Services Card

SIN card BC Care Card

Banking information Individual binder

Personal Plan (if applicable) Behaviour Support Plan (if applicable)
Completed personal possessions inventory form Other protocols (if applicable)

The home sharing provider must assist the individual to register a change of address with the following
parties, where checked:

Public Guardian and Trustee: "I Leisure/Rec:

Family and friends: "' Library:

Bank: "I BC Ferries card:

Doctor: "I BC Care Card and BCID:

Dentist: "I https://ww w.addresschange.gov.bc.ca
Pharmacy: Select residential

Canada Post: "I Canada Revenue Agency b Complete form
Employer: RC325 and mail it to Surrey Tax Centre
Other professionals: "I BC Transit:

Where applicable, the following may also help to ensure a smooth transition:

Transfer bank account

Provide or collect keys

Arrange for installation/cancellation or transfer of services like BC Hydro, cable, telephone
Find local health care providers

It is the responsibility of the home sharing provider to ensure a smooth transition and orientation to a
new neighbourhood for the individual. The orientation must have the following components as a

minimum:

To and from work/day program Doctor, dentist and other professionals (if applicable)
Main transit routes Bank (if location has changed), and nearest ATMs
Police station Community/Recreation Centres

Local stores Integra head office
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SHARED LIVING - INFORMATION FOR CONTRACTORS
Integra Support Services
https://integrasupportservices.com

INTEGR

SUPPORT SERVICES
Your Siony. Your Chotee. Gu Comvtiart
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