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Time Line Steps for Personal Support Planning

Step 1
Information Gathering

Personal
Support Plan
(PSP)
Preparation

Information from the person on who, what,
where and when the meeting will occur.

Completed/
reviewed at third
quarterly review.

11

Invitation Letter

Invitation to the meeting for those who will be
invited to attend.

Sent out six weeks
before the
scheduled PSP.

N2

Preplanning
Questionnaire

Questionnaire sent to the legally authorized
representative (LAR)/family/correspondent in
an effort to obtain input and information
regarding the person served.

Sent out with the
invitation letter six
weeks before the
scheduled PSP.

U

Personal Focus
Worksheets

il

The person, people who he or she has
chosen to contribute and personal support
team (PST) members complete in effort to
obtain information on what’s important to the
person served, what’s working, what’s not
working, etc.

Sent or reminder to
complete sent six
weeks before the
PSP.

Complete
Required
Assessments/
Reports

Complete all required assessments/reports
for the PSP and submit to the qualified
intellectual disability professional (QIDP) three
weeks before the scheduled PSP meeting.

Must be completed
and received by the
QIDP no later than

three weeks before
the scheduled PSP.

[l

Communications
Dictionary

Home/work/program support staff complete.

To be completed
and submitted to
the QIDP no later
than three weeks
before scheduled
PSP.




Step 2
Preplan Development/QIDP
Coordination

Behavior Support
Plan (BSP) and
Functional
Analysis

The Psychology Department staff complete no later
than three weeks before PST meeting. Tools are
used to identify significant behavioral concerns and
to design supports to minimize those concerns.
Psychologist completes a proposed BSP and
functional analysis for PST review.

QIDP sends copies to
PST members as part of
packet no later than one
week before the
scheduled PSP.

1l

Risk Screening
Tool

SN2

Forms the PST uses to identify potential significant
risks and design supports to minimize those risks.
QIDP uses completed forms to compile into single
document attached to the Risk Tracking Record.
Both will be sent as a part of the PSP packet one
week before PSP.

Assigned PST members
complete forms three
weeks before the
scheduled PSP. QIDP
includes in PSP packet
and sends to PST for
review no later than one
week before PST
meeting.

PSP Draft

QIDP completes. Reflects what is important to the
person based on the Personal Focus Worksheets
completed by the person/others and information from
the Preplanning Questionnaire completed by the
LAR/family/correspondent.

SN2

QIDP completes one to
three weeks before the
scheduled PSP and
sends to PST members
no later than one week
before the scheduled
meeting.

Assessment/
Services

QIDP completes to reflect recommendations and
services the person may need/use. Information
gathered from the assessments and other
information gathered.

QIDP completes one to
three weeks before the
scheduled PSP and
sends to PST members
no later than one week
before the scheduled
meeting.

1l

Achievements and
Abilities

QIDP documents identified achievements and
abilities from the Personal Focus Worksheets and
assessments on this form.

QIDP completes one
to three weeks before
the scheduled PSP and
sends to PST members
no later than one week
before the scheduled
meeting.

[l

Risk Tracking
Record

QIDP begins Risk Tracking Record for any risks
already identified from the information gathered.

QIDP completes one to
three weeks before the
scheduled PSP and
sends to PST members
no later than one week
before the scheduled
meeting.




Step 2 - Continued
Preplan Development/QIDP
Coordination

Distribution of the
following: PSP Draft,
Assessment/
Services,
Achievements/
Abilities, Risk
Record, BSP,
Functional Analysis

QIDP distributes completed PSP assessments for
review to the PST, family and any additional people
requested to attend the PSP meeting. Team
members should review documents before meeting
and plan to discuss at the meeting if needed.

Sent out no later than
one week before the
scheduled PSP for PST
review.

1l

Additional
Assessments

The QIDP may request additional assessments, if
needed, based on the information and assessments
gathered and reviewed to this point. Team members
should review documents before meeting and plan to
discuss at the meeting if needed.

As the need arises.

1l

Proposed Agenda

QIDP develops the agenda to be sent out for PST
review one week before the scheduled PSP.

QIDP completes one to
three weeks before the
scheduled PSP and
sends to PST members
no later than one week
before the scheduled
meeting.




HELD WITHIN 365 DAYS OF PREVIOUS PSP

Step 3

Personal Support

PSP Meeting Instructions

B

Outline of the PSP meeting process.

il

Agenda

This will be used during the PSP meeting to ensure all necessary items
are brought to the attention of the PST for discussion, review,
development and approval.

Il

Review and finalize the
following: PSP,
Assessments/Services,

PST to review, make any necessary changes to the forms and provide
final approval.

. et _.\
Achievements/Abilities and g
Risk Record
Rights Assessment Complete the Rights Assessment and address any restrictions to include
reason, risk versus risk, plan of alleviation, etc.
General Discussion Record The PST discusses and documents discrepancies, disagreements,
— issues or requests by the person, family concerns and any issues not
documented elsewhere in the PSP.
Living Options Discussion Document the discussions and decisions regarding living options
according to the established guidelines.
Program Integration Document discussions on how programs and services from outside
Discussion Record — resources will be integrated throughout the person’s daily life.
Action Plan Develop a measurable and meaningful plan that will outline programming
and services needed to support the person, as well as document our
——| commitment to helping the person resolve situations and enhance their
life.

Il

CARE Forms

Complete required CARE forms according to established guidelines.

Il

PST Signature Sheet

PST members in attendance sign the signature sheet to reflect
attendance and participation.




Step 4

Implementation

Implement Action Plans — Implement and put in place all
services, programs, protocols, etc., developed at the PSP

meeting.

S

|

Program Implementation — wi

thin five days of PSP.

1l

Finalized PSP document in the record within 30 days of PSP.

1l

CARE form — as per established guidelines.

S

|

Rights Assessment — submitted for Human Rights Committee

approval within five days.

S

b

Distribute Communications D

ictionary within five days.

1l

Consents per facility guidelines.




Step 5

Monitoring/Revision

Monitoring and Program and responsible parties to monitor Ongoing
Progress programs, services, etc., and take action as
|l needed, with issues requiring intervention and N

resolution by the PST brought to the attention of

the QIDP for scheduling.
QIDP Review Monthly and quarterly monitoring of Monthly/quarterly

programming and record reviews by the QIDP.
PST Review PST to review action plan quarterly and as Quarterly and as

needed. needed
Addendum The PST to meet as needed to address As needed

-] concerns or issues that arise and need —
— ]| intervention and resolution.
H Tools “
Communications Information on how the person communicates likes/dislikes, etc.
Dictionary J| Those who know the person best and/or work with him or her
— || complete the form, which can be updated as new ways are
observed and learned.
Learning Log Logs to reflect new experiences and responses to those
experiences. Can be used to track new experiences, reaction and
— || changes in the person’s interests.

References “

» |ICF Regulations
 Essential Elements
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e Minimum Guidelines




