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	Administrative Assistant 
· High school diploma/GED; and
· Six months paid or volunteer experience in working with people with disabilities
Case Manager 
Formal Education equivalent of a bachelor’s degree in health and human services plus two (2) years’ experience in the delivery of human services to persons with disabilities

  OR

Licensed by the Texas State Board of Social Work Examiners at the time of employment or no later than nine (9) months after employment as one of the following:

· Licensed Master Social Worker: or

· Licensed Social Worker; or

· Social Work Associate.

Program Director  
· BSW or related field plus two (2) years of experience in community programs for persons with disabilities; 
OR

· High school diploma/GED plus four (4) years’ experience in community programs for persons with disabilities. 
Effective 3/21/2011

Program Directors and Case Managers must have one of the following:
· Bachelor's degree in a health and human services field, and two years' work experience in the delivery of services and supports to persons with related conditions or similar disabilities;
· a high school diploma and four years' work experience in the delivery of services and supports to persons with related conditions or similar disabilities; or
· a high school equivalency certificate issued in accordance with the law of the issuing state and four years' work experience in the delivery of services and supports to persons with related conditions or similar disabilities.
Program Director
Additional Requirements:

· At least 18 years of age.
Additional Requirements:

· Is an employee of the CMA;

· Is not employed by or contracting with a DSA to provide a direct service to an individual served by the CMA; and

· Is not a relative of the individual to whom the case manager is providing case management.




	STAFF QUALIFICATIONS/TRAINING TABLE


	

	Name of Legal Entity


	Contract Number


	Dates of Monitoring Period


	Completed By
	Date Completed 

	Refer to Client and Personnel List (Form 2151) for list of staff to review.
Column A: Enter position/ title. 
Column B: Enter date each staff began working with the CLASS Program (CMA must provide supporting documentation).

Column C: Enter “Y” if the date in Column B. is within the 24- month monitoring period. If “N”, leave Columns D- J blank and skip to Column K.
NOTE:  Leave Columns D-J blank if Column C. is “N”.

Column D:  Enter the date each check, Department of Public Safety (DPS), Employee Misconduct Registry (EMR), Nurse Aide Registry (NAR) was completed (CMA must provide supporting documentation).

(An agency may employ a private agency to secure criminal history information from the DPS.)
Column E: Enter “Y” to indicate if all three checks were completed on or prior to date of hire (see CMA’s evidence of checks). 

Column F: Enter “Y” to indicate that none of the three checks barred staff from employment (For a list of barrable offenses, see Page 2 of this Table).

NOTE: Effective 3/21/2011 If Column A is staff other than Program Director or Case Manager, enter N/A for Columns G-H. 

Column G: Enter “Y” to indicate the staff met the educational requirement (For educational requirements, see Page 3 of this Table).
Column H: Enter “Y” to indicate the staff met all additional applicable qualifications (For additional requirements, see Page 3 of this Table).

NOTE:  Leave Columns I-J blank if Initial Training for staff was due during the period of 6/13/2011-1/13/2012.  

Column I: For staff hired within the 24-month monitoring period (Column C is “Y”), enter the date(s) staff completed Initial training (effective 1/13/2012, see CMA’s evidence of training). For Training Requirements, see Page 4 of this Table.
Column J:  Enter “Y” to indicate if the date in Column I. is within the 60 calendar days of the date in Column B, “Date of Hire” (effective 1/13/2012). For Training Requirements, see Page 4 of this Table.
NOTE:  Enter the most recent annual training (within the past 365 days) in Column K.  

Column K: Enter the date(s) staff completed Annual Training (Individual Rights, Abuse and Neglect/Exploitation Training (prior to 5/1/2012) and Safeguards training. For Training Requirements, see Page 4 of this Table.
Column L: Enter “Y” to indicate if the date in Column K. is within the past 365 days.  If staff has been employed less than 365 days and has not had training, select “N/A For Training Requirements, see Page 4 of this Table.
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 Use Additional Sheets as Needed  


Bars to Employment
	A person placed on deferred adjudication community supervision is NOT considered convicted of the offense.  

	PERMANENT BAR TO EMPLOYMENT
	FIVE YEAR BAR TO EMPLOYMENT

A person may not be employed in direct contact with a consumer in a facility before the fifth anniversary of the date of conviction.

	CHAPTER/

PENAL CODE
	OFFENSE
	CHAPTER/

PENAL CODE
	OFFENSE

	Chapter 19
	Criminal homicide
	Section 22.01
	Assault punishable as a Class A misdemeanor or felony

	Chapter 20
	Kidnapping and unlawful restraint
	Section 30.02
	Burglary (permanent bar in nursing homes/assisted living facilities)

	Section 21.02
	Continuous sexual abuse of young child or children 
	
	

	Section 21.08
	Indecent exposure
	Chapter 31
	Theft that is punishable as a felony

	Section 21.11
	Indecency with child  
	Section 32.45
	Misapplication of fiduciary property/property of a financial institution punishable as a Class A misdemeanor or felony

	Section 21.12
	Improper relationship between educator and student
	
	

	Section 21.15
	Improper photography or visual recording
	
	

	Section 22.011
	Sexual assault
	Section 32.46
	Securing execution of a document by deception that is punishable as a Class A misdemeanor or a felony

	Section 22.02
	Aggravated assault
	
	

	Section 22.04
	Injury to a child elderly individual, or disabled individual
	Section 37.12
	False identification as peace officer

	Section 22.05
	Deadly conduct
	Section 42.01(a)(7)(8)or(9)
	Disorderly conduct

	Section 22.07
	Terroristic threat
	
	

	Section 22.021
	Aggravated sexual assault
	
	

	Section 22.041
	Abandoning or endangering child
	
	

	Section 22.08
	Aiding suicide
	
	

	Section 25.031
	Agreement to abduct from custody
	
	

	Section 25.08
	Sale or purchase of a child
	
	

	Section 28.02
	Arson
	
	

	Section 29.02
	Robbery
	
	

	Section 29.03
	Aggravated robbery
	
	

	Section 33.021
	Online solicitation of a minor
	
	

	Section 34.02
	Money laundering
	
	

	Section 35A.02
	Medicaid Fraud
	
	

	Section 42.09
	Cruelty to animals
	
	

	Resource: HEALTH AND SAFETY CODE §250.006


	
	
	



	Administrative Assistant 
· High school diploma/GED; and
· Six months paid or volunteer experience in working with people with disabilities
Case Manager 
Formal Education equivalent of a bachelor’s degree in health and human services plus two (2) years’ experience in the delivery of human services to persons with disabilities

  OR

Licensed by the Texas State Board of Social Work Examiners at the time of employment or no later than nine (9) months after employment as one of the following:

· Licensed Master Social Worker: or

· Licensed Social Worker; or

· Social Work Associate.

Program Director  
· BSW or related field plus two (2) years of experience in community programs for persons with disabilities; 
OR

· High school diploma/GED plus four (4) years’ experience in community programs for persons with disabilities. 
Effective 3/21/2011
Program Directors and Case Managers must have one of the following:

· Bachelor's degree in a health and human services field, and two years' work experience in the delivery of services and supports to persons with related conditions or similar disabilities;
· a high school diploma and four years' work experience in the delivery of services and supports to persons with related conditions or similar disabilities; or
· a high school equivalency certificate issued in accordance with the law of the issuing state and four years' work experience in the delivery of services and supports to persons with related conditions or similar disabilities.
Program Director
Additional Requirements:  Must be at least 18 years of age.

Additional Requirements:

· Is an employee of the CMA;

· Is not employed by or contracting with a DSA to provide a direct service to an individual served by the CMA; and

· Is not a relative of the individual to whom the case manager is providing case management.



	Training Requirements 

Initial  (prior to 6/13/2011)
CLASS training prior to delivery of services to include:
1. Philosophy and values of community integration

2. Overview of related conditions

3. Functional assessments

4. Program elements

5. Quality assurance

6. DADS requirements for administration of CLASS Program

Documentation of provider training includes:  (Section 3400)

1. Breakdown of the subjects covered by topic;
2. Method of instruction; and
3. Instructor name and qualifications.
Initial (effective 1/13/2012)

All CMA staff must complete one of the following within 60 calendar days of the employee beginning to provide CLASS program services:

· In-person Basic Job Skills Training (BJST) provided by DADS; or

· Training developed by CMA that includes, at a minimum:

· CLASS program overview;

· Person-centered planning;

· Philosophy and values of community integration;

· Overview of related conditions and CLASS program eligibility criteria;

· Service Planning Team (SPT) process;

· Utilization Review process;

· Consumer Directed Services; and

· Individuals' rights and responsibilities including: 

· Fair hearing process;

· CMA's complaints process;

· Mandatory participation requirements; and

· Abuse, neglect and exploitation characteristics and reporting information.
Documentation of completion of required training must include, at a minimum:

· BJST completion certificate with the name of the employee, signed by DADS; or

· Written documentation of completion of CMA's training that includes: 

· Training topics covered;

· Method of training (i.e., reading, video, discussion, etc.);

· Name(s) and qualifications of instructor(s);

· Name of the trainee;

· Date the training was completed;

· Signature and date of the instructor(s); and

· Signature and date of the trainee verifying completion.

	Note: For several years, DADS offered a new provider training compact disc (CD) to CMAs newly contracting with DADS via mail. This CD included training modules in computer-based training (CBT) format. Written documentation of completion of the CLASS CBT CD that was signed and dated by the CMA staff person who completed these training modules on the date the CD was completed remain as sufficient evidence of completion of required initial training for all CMA staff persons hired by CMA prior to the revision effective date. Beginning with the revision effective date of this section, DADS will no longer provide this CD to new CMAs contracting with DADS. All new CMAs contracting with DADS after this section's revision effective date must comply with initial training requirements as outlined in this section.

At its discretion, CMA could choose to conduct interim training to meet the above requirements at its location and then send the new employee to BJST at the next opportunity offered by DADS.

Annual (prior to 5/1/2012)

Individual Rights and Safeguards (including abuse, neglect and exploitation) 

Annual (effective 5/1/2012)
At least every 365 calendar days, all Case Management Agency (CMA) staff must receive training on:

· signs and symptoms of abuse, neglect and exploitation; 

· review of the statute on abuse, neglect and exploitation at Human Resources Code, Chapter 48, §48.002 (2, 3 and 4); 

· review of CLASS rules in Chapter 45, Subchapter C, §45.301 and §45.302 concerning the Rights and Responsibilities of an Individual; 

· the reporting requirements of abuse, neglect and exploitation (ANE); and 

· information about the rights of the individual who receives CLASS services as outlined in the DADS Consumer Rights and Services booklet. 
If a CMA develops curriculum to meet CLASS training requirements, the curriculum and training materials used must be maintained by CMA and available to DADS employees during a contract monitoring. CMA staff who develop the curriculum used for initial training must have attended and successfully completed the DADS Basic Job Skills Training (BJST). Verification of the CMA training instructor's completion of BJST must be maintained and available to DADS employees during a contract monitoring.
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