
POLICY AND PROCEDURE MANUAL 
TABLE OF CONTENTS 

 
 

The Mission, Guiding Principles and Expectations of NorthStar Services 
 

A 
Abuse & Neglect 7/05 

Appendix A:   A & N 1 - Notification to Legal Representative/Services Coordination 
Appendix B:   A & N 2 - Allegation Notification and Follow-Up 
Appendix C:  Investigative Process 

Adaptive Behaviors, Plans for Developing 7/05 
Appendix A: Intervention Plan & Instructions 
Appendix B: The Use of Psychotropic Meds 
Appendix C:  Prohibited Practices 
Appendix D: Restrictive Procedures 
Appendix E: Imminent Physical Danger 
Appendix F: Support Program to Address Behavior Issues Outline 
Appendix G: Adaptive Behavior Program Outline Form 

Advance Directives 9/05 

Appendix A: Living Will 
Appendix B: Power of Attorney for Health Care Information and Form 

Alcoholic Beverages, Consumption 9/05 
Area Advisory Committee (Under R Regional Advisory Committee) 
Assessment, Individual 9/05 

 

B 
 

C 
Community Education and Information 7/05  
Complaint Mechanism 9/05 
Confidentiality 9/05 

Appendix A: Things You Need To Know About HIPPA 
Appendix B: Confidential Information Release/Request Form 
Appendix C: Penalties 

 



 2

 
D 

Diseases, Prevention of Transmission of Chronic Infectious 9/05  
Documentation on Agency Forms, Guidelines 9/05 
Do Not Resuscitate Orders 7/05 
Due Process Committee 7/05 

E 
Emergency/Crisis Situations 9/05  

 

F 
Financial Resources of Persons Served 10/06 

Appendix A: Petty Cash Sheet and Instructions 
Appendix B: Possessions Inventory and Instructions 
Appendix C: Income and Expense Sheet and Instructions 
Appendix D: Financial Incident Report and Instructions 
Appendix E: Reimbursement Guidelines 
Appendix F: Clothing Inventory 
Appendix G: Income and Expense Worksheet 
Appendix H: Reconciliation Sheet 

Food Service 9/05 
Format and Retention of Forms (Under R) 

 

G 
Guardianship and Conservatorship 9/05  

 

H 
Harassment in the Workplace 9/05 

Host Home 12/06 
Human and Legal Rights Committee 7/05 

Appendix A: H & L 1- Human and Legal Referral Form 
 

Incident Reports 8/07 
Appendix A: Incident Report & Instructions  
Appendix B: Critical Incidents 
Appendix C: Non-Critical Incidents 



 3

I, continued 
Appendix D: Incident Report Review Form & Instructions  
Appendix E: Critical Incident Reporting Form 
Appendix F: Critical Incident Log 

Individual Program Plan, Development, Amendment, and Review 9/05 
Appendix A: Individual Program Plan (Annual and Semi) 
Appendix B: Annual IPP Worksheet   
Appendix C: Monthly Review of the Current IPP 
Appendix D: Semi Annual IPP Worksheet 

 

J - K - L 
 

M 
Medication – See Medication Manual  
 

N - O – P 
 

Q 
Quality Assurance 9/05 

Appendix A: Administration Checklist 
Appendix B: Financial Checklist 
Appendix C: Intake Checklist 
Appendix D: Nurse & Medication Checklist 
Appendix E: Personal Outcomes Checklist 
Appendix F: Personnel Records Checklist 
Appendix G: QA Human and Legal Form 
Appendix H: Safety Checklist 
Appendix I: Skill Acquisition Checklist 
Appendix J: Unit File Checklist 
Appendix K: Annual Staff Input Questionnaire and Guidelines 
  

R 
Recruitment and Retention 7/05 

Appendix A: New Staff Survey and Guidelines 7/05 

Appendix B: Exit Survey and Guidelines 7/07 
Reduction in Force 9/05  



 4

R, continued 
 
Regional Advisory Committee 9/05 

Appendix A: Area Advisory Committee 
Reimbursement for Property Damaged During Work Time 9/05 
Format and Retention of Forms 9/05 

Appendix A: Unit File Format and Retention 
Appendix B: Working File Format and Retention 
Appendix C: Retention of Regional Forms 

Rights of Individuals Served 7/05 
Appendix A: Your Rights 
Appendix B: Rights Restriction Form & Instructions 

Daily/Weekly Routine Documentation 9/05 
 

S 
Safety/Sanitation 12/07 

Appendix A: Safety Checklist 11/07 
Appendix B: Property Checklist 11/07 
Appendix C: Temperature Checklist 11/07 
Appendix D: Life Safety Code 
Appendix E: Emergency Evacuation Reporting Form 11/07 
Appendix F:   Occupational Health Hazard form 11/07 

Smoking 7/05 
Socialization/Sexuality 9/05 

Appendix A: Policy Governing Socialization/Sexuality 
Staff Development 12/07 

Appendix A: Mandatory Staff Development Activities 12/07 
Appendix B: Training/Inservice Participation Signature Sheet 12/07 

Staff Objectives 7/05 
Appendix A: Staff Objective Form 

Staff Recruitment and Retention (see R) 
Support Programs 7/05 

Appendix A: SP 1 Support Program Form & SP 1a- Support Program Form (if   needed) 
Appendix B: SP 2 – Task Analysis Form 

 Appendix C: SP 3 – First Objective Methodology Form 
 Appendix D: SP 4 – Subsequent Objective Methodology Form 



 5

S, continued 
 Appendix E: SP 5 – Baseline of Alternate Behaviors 
 Appendix F: SP 6 – Program/Intervention Plan Orientation Sheet 
 Appendix G: SP 7 – Signature Sheet 

T 
Termination of Services 9/05 

Transportation 12/07 

Appendix A:   Vehicle Safety Monthly Checklist 
Appendix B: Vehicle Accident Form 12/07 
  

U – V - W - X - Y – Z 
 

Service Plans 7/05 
  

 
4/97; 10/97; 12/97; 4/98; 7/98; 5/00; 2/01; 5/01; 9/05; 10/06; 12/06; 9/07; 12/07 

 


