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Welcome to Goodwill Industries of Wyoming, Inc.


Because you have expressed a desire for assistance with employment, supported living, residential or day habilitation  you have been referred to Goodwill Industries of Wyoming, Inc. for services.

It is hoped that your experience here will be positive and rewarding. You will be learning many new things about yourself, as well as your interests and abilities. You will learn if you need training before you are able to get a job and the kind of job best suited to your needs. You will meet other people who are also working toward the goals of employment and independent living.

The staff members at Goodwill are professional, caring people who will work with you during your program. We strive to employ experienced, honest, capable and educated staff at all times. Staff are closely supervised and trained in order to be able to demonstrate work skills that will benefit you while you are in programming. All rehabilitation staff participate in multiple trainings throughout the year in order to serve our participants more effectively. Our direct care rehabilitation staff are required to be CPR/First Aid certified and must have and maintain a clear background check processed through the Department of Criminal Investigation and the Developmental Disabilities office. In addition, our organization is CARF (Commission on Accreditation of Rehabilitation Facilities) accredited and also certified every year by the Division of Developmental Disabilities. We are looking forward to helping you reach your goals.

We hope this manual will help answer any questions you might have about our services, but we are aware all circumstances and situations will not be covered through this manual.  We are open to any suggestions you might have that would make this manual more informative and helpful to those persons we serve. Please contact the Program Manager with any suggestions or concerns regarding this manual.

This manual reflects a 16-point font for those people we serve who may be visually impaired.

        History and Purpose of Goodwill Industries, Inc.
Dr. Edgar J. Holmes in Boston, Massachusetts, started the first Goodwill Industries in 1902.  Since then, Goodwill has expanded to 177 Goodwill Corporations in the United States, and many in developing countries.

Goodwill Industries of Wyoming began in 1968. It is dedicated to serving people with developmental, emotional, and behavioral disabilities from the State of Wyoming and adjacent areas. Its mission is to assist those with disabilities and other special needs to maximize their potential for success by involving community resources and families in comprehensive assessment, education, training and employment programs. 

Goodwill Industries of Wyoming, Inc. Rehabilitation Services consists of a variety of programs incorporating both vocational and living skills components. The programs we currently offer consist of Supported Employment (Job Coaching and Job Development), Supported Living, and Day Habilitation. Our programs will help to maximize your employability and independence. Services are selected based upon individual need and referrals from the Department of Developmental Disabilities and the Division of Vocational Rehabilitation. Goodwill Industries of Wyoming, Inc. also includes the Operations Department, which houses the production area and a retail store. The administrative offices are also housed with our Rehabilitation Department.

Administrative & Rehabilitation Staff  

Chief Executive Officer, Jana Conine MA CVE
Human Resource Director/Accountant, Angie Harrison

Director of Mission Services, Michelle Ornelas

Program Manager, Supported  Employment , Rose Clark

Program Manager, Day Hab, Residential and Supported Living, Amber Dickinson

It is the Policy of Goodwill Industries of Wyoming to observe and enforce Title VI and Title VII of the Civil Rights Act. No person shall be discriminated against in regard to color, race, sex, age, religion, handicap, disability, or national origin.

REHABILITATION DEPARTMENT

 CONFLICT OF INTEREST STATEMENT


A conflict of interest occurs when:

1.
An individual’s private interest differs from his or her professional obligations to Goodwill Industries of Wyoming, Inc.

2.
An employee of Goodwill Industries of Wyoming, Inc. seeks to provide
employment or waiver services to his or her family member.

3.
Professional actions or decisions occur that an independent observer might reasonably question.

A conflict depends upon the situation and not on the character or actions of the individual. When an actual or potential conflict of interest occurs, it must be disclosed and managed as per policy.

The individual seeking to state a conflict of interest will file a report with the Chief Executive Officer. The report will be reviewed and responded to within five (5) business days. Any change that may occur because of a conflict of interest will be documented and implemented immediately.


Participant Rights

 Goodwill Industries of Wyoming, Inc

As a participant receiving Goodwill Services, you have a right to:

1. Be treated as an adult and a citizen

2. Freedom from prejudice because of sex, sexual orientation, race, religious beliefs, age or disability
3. Freedom from abuse, financial or other exploitation, retaliation, humiliation or neglect
4. Participate in program and activity planning
5. Confidentiality of information and to give permission in writing before any information is released about you.
6. Access to reports and records by following Goodwill procedures
7. Openness and honesty from staff
8. Access staff for help in meeting your needs
9. Voice grievances and complaints without restraints, interference, coercion, discrimination, retaliation, or neglect
10. Access self-help and advocacy support services
11. Receive information about community support services for legal needs, housing, financial, educational, transportation, etc.

12. Accept or refuse service

13. Choose providers of personal care.

14. Determine if you would like to participate in a research project (Goodwill is not involved in any formal research projects at this time. If Goodwill were to become involved in any such project, you will be informed for the project and have the right to decide if you wish to participate in the project. Goodwill will adhere to the required research guidelines and ethics if involved in any project).
If you feel any of your rights have been violated or infringed, please refer to our Grievance Procedures located on Pages 13 and 14 of this handbook so that it may be investigated and resolved. 

Your Privacy Rights and Access to your file as a Participant at 

Goodwill Industries of Wyoming, Inc.
Privacy Act (HIPAA)
Purpose:
The purpose of the Privacy Act is to give citizens more control over what information is collected about them, and how that information is used.

The privacy act requires agencies to obtain an individual’s written permission prior to disclosing information to other persons or agencies. This statement means that it is against the law for Goodwill Industries of Wyoming, Inc. to talk to anyone about you and/or your program without first obtaining consent to release information stating why and to whom we can release information.  The release of confidential information will contain the following information:  To whom, for what purpose and for how long the release is valid. Any information that is released with your permission will only be information about you. Any information about anyone else will be blacked out before it is released to the person or agency requesting the information.
File Access

A complete file is kept on you while you are a participant of Goodwill Industries of Wyoming, Inc.  You may access this file upon request by you, the participant.  You must inform the Program Manager or the Chief Executive Officer that you would like to see your file.  The file will be made available to you at a scheduled time when it is convenient for both you and the Program Manager or the CEO.  Any information in your file that was sent from another agency or person may not be shared with you. If you wish to see that information you must request to view it with the original sending agency. Goodwill staff will help you with this request. You can only view information that is specific to you. Any information about another person in your information will be blacked out before you are allowed to look at your information to protect the other person’s privacy.

Your Responsibility as a Participant of

Goodwill Industries of Wyoming, Inc.


You have the responsibility to:

1. To behave as an adult or to accept correction aimed at shaping adult level behavior.

2. To cooperate and follow through with program plans once you have agreed with them.

3. To use the program and staff as a means of learning.

4. To develop responsibility for medication and keeping medical appointments.

5. To attend all program activities.

6. To treat peers and staff in an acceptable manner.

7. To avoid injuring yourself and others, or the premises; either through malice or carelessness.

ADVOCACY

If you need legal services or someone to represent you, Goodwill staff will help you contact an attorney to obtain these services.  Goodwill Industries of Wyoming, Inc. does not fund legal services for participants. Information regarding protection and advocacy may be obtained by asking any staff member.


PARTICIPANT INPUT AND

INDIVIDUAL SERVICE PLANNING

Goodwill Industries of Wyoming, Inc. has a policy that encourages input in a variety of ways: individual plans of care, quarterly participant input meetings and semi-annual and annual meetings with your support team.  Goodwill is a small Rehabilitation facility that focuses on individualized services. You will be fortunate to have daily interaction with most of the staff including our Chief Executive Officer and other Administrative staff.  Individual Service Planning is an ongoing process where you will develop your individual goals and objectives on a daily basis.  Participants have access to Goodwill staff daily to share their input and ideas regarding Goodwill services. Monthly calendars are prepared to outline services provided and activities.  Daily tracking is done to monitor objectives.  Daily communication is also done to update you on your progress and objectives.  In addition, when you start a new program at Goodwill you will be asked to have input on who you feel can work most effectively with you. Goodwill will make every effort to match you with staff that meets your preferences.       

GRIEVANCE PROCEDURE


If you have any program problems or complaints or feel any of your rights have been violated, you should first try to resolve it with your Rehabilitation Specialist. You should bring your complaint to the attention of your Rehabilitation Specialist and Program Manager as soon as possible after the problem. You have the right to voice your grievances and complaints without restraint, interference, coercion, discrimination, retaliation or neglect.

1. The Program Manager will investigate all complaints and will document, in writing, the findings of the investigation on the grievance report form within five (5) working days. A meeting will be arranged with the complainant within five (5) working days to view the finding and offer a plan of correction.

2. If this step is not successful, you may make an appointment with the Chief Executive Officer. At this time, you may request your Case Manager, funding agent, family or other advocates be present so that you may have an external support. The Chief Executive Officer will schedule a meeting with the complainant and advocate within ten (10) working days after receiving the filed written complaint.  All results will be documented in writing utilizing the grievance form.

3. If step one (1) and step two (2) fail to resolve the problem, you may take your grievance to the Goodwill Board of Directors. Your referring agents or advocates may be present at this meeting. The Chief Executive Officer will schedule a meeting with the participant and requested advocates within thirty (30) working days and will reply in writing within fifteen (15) days. The Chief Executive Officer will ensure that the grievance process has been pursued to resolution and will document the grievance and results. The Board of Directors will issue the final decision in writing.

4. After the final decision is made, you may request an external level of review for example with Division of Developmental Disabilities or the Division of Vocational Rehabilitation.  You may request your referring agency to appeal the grievance decision on your behalf.

Goodwill Industries of Wyoming, Inc.

612 West 17th Street

Cheyenne, Wyoming  82001

Phone (307) 634-9128   Fax (307) 778-6655

Grievance Form

Date:  






Participant Name:   









Complaint:  










Investigation result:  









Staff reviewing complaint:  




 Date  


Plan of correction/resolution:  







Participant Comments:  








Staff Comments:  









Please check below if this complaint has been resolved.
If not, then it must go to the next level.




YES  


NO  


Staff Signature  




            Date  



Participant Signature  




      Date  



COMMUNITY SERVICES


Some of the services available to you in the community include:

1. Psychological Services

2. Adult Education Services

3. Medical Services

4. Homemaker Services

5. Employment Agencies

6. Speech Pathology

7. Recreation

8. Physical Therapy

9. Occupational Therapy

10. Legal/Advocacy

11. Alcohol/Drug Counseling

12. Social Organizations

13. Volunteer Services

REHABILITATION DEPARTMENT SERVICES
The Rehabilitation Department will help you prepare for a job or career and help you attain the independent living status that is suited to your skills and desires.  

1. Job Coaching
Training may be done at the Goodwill retail store or at another job in the community.  You will have a job coach, if necessary; to help you acquire the skills you will need to do the job.  When you are able to do the job without help from the job coach, you will continue your employment and follow up services will be provided.

2. Supported Employment Services

Supported Employment Services are for individuals who have a disability and have been unable to maintain employment.  A job coach, provided by Goodwill Industries of Wyoming, Inc., will train you on the job site.  Once you have learned the job and can perform it to your employer’s satisfaction, you will receive ongoing support from Goodwill Industries of Wyoming, Inc.  Ongoing support consists of periodic visits with you and your employer to determine if the employer and you are satisfied.  Should there be a problem, Goodwill Industries of Wyoming; Inc. will provide assistance to you and the employer.  If the matter cannot be resolved, Goodwill Industries of Wyoming, Inc. will work with you and your team to obtain other employment that is better suited to your skills.  

3. Respite

Respite is a short-term service for participants who cannot take care of themselves. Respite is provided in the participant’s home or in the community. Respite is not substitute care while the primary caregiver is at work.

4. Personal Care

Personal care services are provided in the participant’s home or property. Personal care services may include help in performing daily living tasks. Personal care services may be “hands-on” or reminders/instructions on completing daily living activities. Daily living activities may include helping with personal hygiene, light housework, laundry, medication and money management. 
5. Companionship Services

Companion Services include non-medical care, supervision, socialization, and enhancing independence. Companions may assist or supervise the participant with tasks like preparing meals, laundry, and shopping. 

6. Supported Living and Residential Habilitation
Supported Living and Residential Habilitation services are provided in the participant’s apartment/home and/or in the community as necessary. These programs are designed to assist individuals who are not able to or choose not to live in-group homes or who are not able to transfer learned skills from one setting to another. This program functions to help an individual acquire and maintain skills necessary for independent living.

7. Day Habilitation
Day Habilitation services are provided at the Goodwill Rehabilitation Center and in various places in the community. The Day Habilitation program is designed to provide innovative recreational and learning activities as well as computer training. Daily interaction is an important element of this program as well as community outings.  Monthly activities may include bowling, movies, fishing, bingo, playing cards, and other community outings.  Individual goals will be established for each day habilitation program. Goodwill staff can also assist you in volunteer services in the community.
Transportation
Goodwill Industries of Wyoming, Inc. has vehicles available to transport participants to their work site and participant appointments.  Currently, transportation is provided, without cost, during day habilitation, supported living, respite, companionship and residential habilitation when your individual plan includes such things as grocery shopping, etc.  When possible, participants will utilize community transportation services i.e. the Cheyenne Transit Program. Goodwill may provide transportation, free of charge, to Goodwill sponsored activities.
Program Entrance and Exit Information

Entrance
All programs at Goodwill have the following entrance requirements:

1. There must be available funding in your DD Waiver plan

2. You have to choose to attend Goodwill services

3. You and your team need to feel that you can benefit from receiving Goodwill services and learn skills for independence.
4. You need to follow work place rules and safety procedures as instructed.

5. If you are working for Goodwill you need to fill out a job application and complete all paperwork (with assistance as needed).

Exit
1. You’ve met all your goals and are ready for independent work or living.

2. You choose a different provider.

3. You don’t need services or supports any longer.

4. You run out of funding support.

5. You have behaviors that Goodwill can’t manage in order to keep you and others safe.

6. You have health concerns that Goodwill can’t safely manage.

7. You don’t follow work place and safety rules.
Re-entry to Programs
Should you wish to re-enter one of the programs after either terminating your program before completion or becoming unemployed, you will need to contact the Goodwill CEO, case manager, or referring agent.  After notification has been given, possible re-entry will be discussed with you and your initial referring agent. You will be notified of the decision.  Should Goodwill Industries of Wyoming, Inc., make a decision denying re-entry you may appeal the decision by making an appointment with the Goodwill CEO.  If your referring agent makes the decision to deny re-entry and you wish to appeal, you will need to contact the referring agency for their appeal procedure.
Participant Training

Participants will receive regular ongoing training while receiving services through Goodwill on various topics such as community safety, personal safety, and environmental safety. Opportunities for participants to practice safety drills (i.e. fire, natural disaster, and evacuation) in all Goodwill facilities will be provided on a monthly and quarterly basis. Goodwill employees will work with participants receiving services in their own homes to develop and practice evacuation plans and safety procedures.

Expected Results of Services
While you are participating in services at Goodwill it is expected that you will make progress on the individual goals that have been established as part of your program.  At the end of your program you should have attained your vocational and independent living goals.

Program Outcome Measures
Goodwill measures the performance of the Day Habilitation program/Community Integration, Supported Employment and Residential Habilitation program throughout the year.  Results from these measures will be to in Goodwill’s annual report.


REHABILITATION DEPARTMENT PROCEDURES

Hours of attendance will vary according to your program, but are usually Monday through Friday between 9:00 a.m. and 4:00 p.m. Residential and other community based services are offered 24/7.  Schedules for services will be made on an individual needs basis.
Absenteeism
You will be expected to notify the Rehabilitation Specialist by 8:30 a.m. if you are not going to be able to participate in your scheduled service due to an illness or an emergency.  

First Aid

If you are injured or are not feeling well, report this immediately to your supervisor and/or Rehabilitation Specialist.

Fire Drills

Fire drills and other emergency tests are held randomly throughout the year.  You are required to leave the building and follow fire evacuation procedures as well as all other evacuation procedures.

Money Policy

Goodwill Industries of Wyoming, Inc. maintains a policy that it or any staff will not be responsible for participant's money or act as protective payee.  Goodwill staff will also not borrow from or loan money to you or act as a co-signer for a loan.   Goodwill staff will not enter into any arrangement of a personal financial nature with you including buying or selling items or accepting or giving gifts.
Pet Policy

Goodwill is committed to providing individualized services and supports to all participants. Each Goodwill participant will determine their own pet policy in their home unless the owner or rental agency has a pet policy that must be followed by renters. Goodwill employees are NOT responsible for the care, feeding, or cleaning up after your pet. All pets must have current vaccinations. Current vaccination records should be available for Goodwill employees to check to make sure all vaccinations are current. No pets are allowed within a residential property owned, rented or leased by Goodwill with the exception of Therapy Dogs visiting participants for therapeutic or recreational purposes without prior approval.

Personal Items

You are responsible for your personal belongings.  Goodwill Industries of Wyoming, Inc. is NOT responsible for loss of personal property.  You are encouraged not to bring expensive items with you to the training sites.  In the Day Habilitation program participants are allowed to bring personal items to decorate the center but Goodwill does not accept responsibility for those items.
Property Damage

If tools or equipment are broken, report the incident to your Supervisor immediately.  Reasonable wear is expected, however, if property damage is done deliberately, you will be expected to pay the cost of replacing the damaged property.

Telephone Calls and Visitors

In any work situation you should not have personal telephone calls or visitors during your working hours unless it is during your break times.  Exceptions should be referred to your program/case manager.  You may make necessary calls during lunch or break times.  Visitors are always welcomed and encouraged at the day habilitation facility.
In the residential habilitation sites visitors are allowed according to the guidelines in a participant’s individual plan of care and are encouraged.  Overnight visitors will be allowed at the discretion and agreement of roommates and guidelines in the IPC.    
Smoking and Eating

Smoking maybe permitted in designated areas outside of all buildings.  Smoking, eating or drinking beverages is not permitted at the workstations or in the company vehicles. You may smoke in your owned or rented property unless smoking is a restriction in your plan of care or against the policy of your rental or lease agreement. You may not smoke around Goodwill employees unless in a designated smoking area. Goodwill respectfully requests that you do not smoke in your home while Goodwill employees are present and providing in home services. Goodwill reserves the right to cancel scheduled services if you continue to smoke when working with Goodwill staff.
Goodwill employees are not allowed to smoke around you unless in a designated smoking area even if the Goodwill staff is using their own vehicle to transport you. 

Goodwill will not restrict food from any participant unless there are specific dietary restrictions or guidelines in your Individual Plan of Care.  In the Day Habilitation program meal times are scheduled around noon but can be modified due to activities or personal preference.  You are free to eat and have snacks at anytime of your choosing.   All seating at break tables or dining/activity tables is considered open seating and individual preferences are encouraged.

Alcohol and Drugs

It is the policy of Goodwill Industries of Wyoming, Inc. to not serve anyone who is visibly impaired due to alcohol or drugs.  Participant’s programming will be cancelled for the day if a participant arrives under the influence.  No type of alcoholic beverages or drug is permitted in Goodwill Industries of Wyoming, Inc. buildings, vehicles or at a work site. 

Weapons Policy

Weapons, including firearms and hunting knives, are not allowed in any location where Goodwill provides habilitation services. If a participant owns such a weapon it must be removed before Goodwill can provide services.
 Participant’s Responsibility During Transportation
All participants must follow all Goodwill vehicles policies and procedures while being transported by Goodwill. The following rules must be followed:

1. Seatbelts must be worn at all times

2. No smoking, eating, or drinking in any Goodwill vehicle

3. Participants must remain in their designated seat while in the vehicle

4. Participants must demonstrate safe and appropriate behavior while in being transported. 

5. Participants must listen and follow all directions given by Goodwill staff transporting

If a participant does not follow the Goodwill vehicle policies and procedures, s/he may become ineligible for transportation services through Goodwill.
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