	Northeast Arc, Inc.
JOB DESCRIPTION

	Title:  Day Support Specialist
	Division:  Day Services

	Supervised by: Program Director
	Supervises:  N/A

	Individual Related Responsibilities
1. Create a positive atmosphere, which promotes an enriching quality of life environment.

2. Be informed of and respect human and legal rights of all program Participants of Day Habilitation Services.

3. Maintain confidentiality of all information relating to individuals, their families and activities within the program in compliance with HIPPA regulations. 

4. Ensure that programmatic and therapeutic goals are implemented and met.  Monitor quality service delivery. 

5. Participate as part of a professional team in developing and implementing the Day Habilitation Support Plan (DHSP) for each program Participant.

6. Create and participate in diverse and therapeutic daily activities that are flexible and supportive to each Participants’ learning experience, individual needs, interests and goals.

7. Assist and support individuals in all applicable activities of daily living.

8. Administer special diets and all other non-skilled interventions with Participants as applicable.

9. Train Participants in self-preservation and community safety practices and implement a fire evacuation plan by conducting monthly fire drills.  

10. Facilitate community experiences for each program Participant that fosters skill acquisition, therapy goals, relationships and independence.

11. Provide transportation to program Participants while engaging in community-based activities.

12. Ensure the safety and well-being of program Participants both within the setting of the Day Center and while out in the community.

13. Assist in the planning and coordination of daily shift activities in conjunction with other staff team members. 

14. Ensure consistent delivery of services and maintenance of Participant documentation as defined by programmatic standards.

15. Encourage and promote the fullest participation of each program Participant.

16. Foster and maintain communication with residential programs, families, other agencies and stakeholders as appropriate.

17. Encourage and foster family and/or residential involvement with each Participant’s goal setting and ongoing therapy pursuits.

18. Encourage and foster relationship building, cultural identity and religious interests that are respectful of each Participant’s choices and preferences.

19. Encourage and support program Participants in self-advocacy and choice-making.

20. Be a positive role model to Participants of Day Habilitation Services, with respect to attire, demeanor, behavior and social interaction.

Administrative Responsibilities
1. Provide case management services to identified program Participants.

2. Keep accurate and through documentation and record keeping concerning each pertinent Participants’ protocol, therapy goals and expenditures as prescribed.

3. Maintain programmatic documentation and record keeping as prescribed.

4. Attend in-service trainings as required by Day Habilitation Services as well as the NSArc.

5. Attend and actively participate in regular staff meetings and other meetings as required.

6. Monitor and report behavioral, medical or maintenance issues immediately to the Director and/or Program Nurse and complete necessary documentation in accordance with NSArc emergency procedures.

7. Be informed of and responsible for following all Day Habilitation as well as NSArc policies and procedures.

8. Be reliable and dependable in covering the weekly schedule as prescribed.

9. Maintain accurate time records and to submit weekly timesheets.

10. Assist in the training of Relief Managers and newly hired program staff members.

11. Maintain the Day Habilitation program site and its furnishings with cleanliness and organization.

12. Any other duties, that from time to time, may be requested.

Safety:

1. Maintain a safe work environment as determined by the NSARC policies.

2. Follow Universal Precautions at al times.

3. Wear protective equipment (i.e. gloves, back belts, masks, eyewear, etc.) as necessary

Note:  This Job Description in not intended to be all-inclusive, but does include all essential job functions.  Additional job duties may be assigned as necessary.  Every job requires the ability to demonstrate applied principles of behavior modification including but not limited to Proactive Alternative for Change (PAC)

It is the expectation that all Northeast Arc employees maintain standards of job performances that are consistent with the ethics and commitments of a professional.  (See Code of Conduct)


	Works Closely With:

	Requirements:  BS/BA in related field preferred or enrolled in a BA program with relevant experience in Human Services 

	UFR job classification:  
	Overtime status:  non-exempt

	Approved by:
	Date: 1/05


