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TheMISSION of Productive Alternatives, Inc.

Providing Service Options Which Promote Quality of Life & Personal Growth for
the People We Serve & Our Employeses.

The VISION of Productive Alter natives, Inc.

All of us working together to challenge our ability to be innovative and
promote change within our Agency. We will do this by building from our
strengths, providing quality, diver se, cost-effective servicesfor our customers.
We will continueto enhance our ability

to provide the best possible working —
atmospherefor our staff. =
We have ateam oriented management —
philosophy that values So—
every person’sinput.
——
——

INTRODUCTION

Productive Alternatives Inc. (PAI) is a nayrdit arpaatia™. We provide many vocationd or
job-related human services. These services have been set-up to help each person-served
» build on their own strengths and abilities as much as possible and
> \-\1&\: | improvetheir lives at work and in the community.
. Kf}- There isagroup of people who work together to oversee what our
k ""‘ 'ﬂ agency does, and helps us to be successful. They are called our

-G o J 5
- Board of Directors, and they help make the decisions that run this
: agency.

Here are some of our services a PAI: V catiod A ssssret, Carpditive Enplopant, Center-
Basal Enplomat, Suppated Enplopmat, Day Traning and Hahlitation Seviess Extendad
Enplomat, Sari-Indgoandent Living Killsand Ddox. 1t is our god to create the best services
for al persons-served at PAI, based upon each person’s strengths and needs.

If you would like specific information about the services offered at PAI, please tdk to your
placement specidist or other PAI staff who can tdl you about the different services and

(*Nonprofit means that our agency is not set-up for the purpose of making money. PAI providesits services for the purpose of
helping people. Corporation means that a group of people own and/or run PAI, instead of just one person.)


http://www.paiff.org

How do you Qualify to Receive Services From PAI?

Placement/Job Development Services

Entrance/Exit Criteria*

(* These guidelines are subject to interdisciplinary team discretion, eligibility
will be determined by the Branch Manager)

How you can enter the program:

* You have adocumented disability.

* You have ldatified Barrigs to Enpofmat (where it may be hard for you to meet
your employment goals without someone helping you).

» A Funding Soure has agreed to pay for your services (your loca County, Work
Services, State Programs, or you agree to pay for your services).

» You want to recelve services from PAI and take part in planning your success.

» Your socid behavior/ communication skills are suitable for awork setting (others
feel safe and comfortable working with you).

» You can move around enough to work, either with or without some support.

» Youareat least 16 years of age.

= You do not need help to teke care of your persond needs like usng the
restroom or eating- while you are at work.

* You can take your own medication or someone can help you take your
medication outside of your work time/work place.

How you can exit the program:

» You areoffered ajob and no longer need services
» You choose to terminate services
= The sponsoring agency terminates services

Placement/Job Development Services

This service asssts people who ae looking for work to find employment in the
community. Job development efforts and job placement are based on your interests,
abilities, kills, strengths, and needs. When needed the placement specidist is able to
arrange additional services such as:

Developing an individualized career plan

Job seeking skillstraining

Training to help an individual maintain their employment
Arranging job tryouts for the individual

Following up with the individual and the employer




STAFF ROLES

Placement Specialist/Job Developer:

This person is responsble for helping you plan your Placement Services experience, to
inform you of your rights and responsibilities, and to answer any questions that you might
have about the program. The Placement Specidist will meet with employers, make cold
cdls to businesses on your behdf, setup and accompany you to interviews, work with you
on interviewing skills, and guide you through your job search. They will aso work with you
and your employer ater you are placed to determine what type of supports and/ or
accommodations you might need.

Therearetwo different types of placement programs:

» Non-Supported Placement: If you are placed in a non-supported placement, PAI will
maintain contact with you generdly for a least 90 days. During this time, you might
have job coaching, on-gte vidts, or meetings with your placement specidist. If the
placement does not work out for you during this time period, PAI can continue to
assst you with finding other suitable employment if funding is available. This would
have to be agreed upon by you and your team.

» Supported Employment Placement: In this type of placement, PAI provides
supports for longer than 90 days. The amount of support you receive can vary from
meeting with someone from PAI as little as two times a month to having ajob coach
one on one throughout your entire shift. The amount of support is based on your
needs, the needs of your employer, and the level of funding avalable. If you receive
supported employment services you will be assigned a Case Manager and you might
be required to submit copies of your pay stubsto PAI every pay period.

AGENCY GUIDELINES
Someone who has been arrested for acrimein the past:

Some people who have broken the lav and have been arrested in the past may want
employment services through Productive Alternatives, Inc. If so, PAl may need to work
with other agencies (like court systems, probation officers, socid services, or mentd hedth
providers). Referrd information from these other agencies about someone's crimind
history is kept on filea PAI. Thesefilesare private. But PAI may be asked to share work
performance, atendance records, earnings and relaed information with other interested
parties (like crimind justice, socid services, or mentd hedth providers). If you refuse to
give your consent for PAI to work closdy with these other Systems, PAI may not be able
to provide services to you. Federd, state and locd laws and rules dso guide PAI, including
HIPAA, in making these disclosures.

Waiting List:



There may be times when you are referred for services a PAI, but your services can't start
because of a reason such as funding, work availability, trangportation or other bariers.
When this hgppens awaiting list must be set-up. If you are put on awaiting list, criteriafor
acceptance will be first come first served once those barriers are removed. PAI will work
with funding sources to move things dong so that your services can begin as soon as
possible. If your team deems it appropriate and possible you may be referred to another
agency that provides the same type of service.

Personal | nformation:

It is important for PAI to keep your records up to date. Please tell your case manager if
there are any changes to your name, address or phone number, emergency contact, or
referral source.

Reporting Guidelines:

Once you begin Placement/ Job Development Services a service plan will be created. You
and the Placement Specidist will create this plan. It will cover what you and the Placement
Foecidist will do to get you a job. It will include your interests, skills, needs, and godls.
Casenotes on your job search progress and progress reports once you are placed might be
required by your team members.

Transportation: Qﬂ\‘lﬂ\ﬂ

If you obtain ajob and need transportation, Productive Alternatives staff can assst you in
finding aride to work. You may be digible to receive transportation from PAI. If you ride
in transportation provided by PAI, you or the person who manages your money would
have to pay for this servicee PAIl does offer you the opportunity to have your
trangportation costs deducted from your paycheck. Your Case Manager can tell you more
about this option. You will need to wear your seat bt a dl times when riding. If you
refuse to wear your seat bdlt, it may result in disciplinary action, or not being able to have a
ride to and from work. Cdl phones should not be used while usng PAI transportation.
Please ask your Job Coach, Case Manager, or Supervisor if you need to use the phone.

Sexual Harassment/Wor kplace Harassment Policy:

Productive Alternatives, Inc. wants you to have awork experience that is free from sexud
harassment. This is usudly hard to tak about, especidly a work. What we need you to
know isthat at work, it isnot okay for you or other people to:

Touch in ways you or others do not want to be touched
Ask for sexual favors

Tak in asexua way

Make you or others feel uncomfortable

Tell abad joke

If you fed that something listed above or some other smilar incident hagppens, you should
tak to your Branch Manager, Placement Specidist or case manager as soon as possible.
This person will investigaete and take care of the problem or cadl someone who has been
assigned to look into these types of concerns (like a county socid service officer). If a
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concern or report is made, it will be kept confidentid, meaning that no one will be told
about it except for people who absolutely need to know.

Staff — Person-Served Relationships:
Saff members a PAl are your work helpers and supervisors. You will need to keep a
professional relationship with them. This means that you should not:

Give staff giftsthat are bought or made — PAI staff cannot accept gifts from you
Borrow money from staff

Ask for special considerations (like treats or favors)

Vigit or phone staff after work hours

Emergency Closings:

Sometimes PAI may have to close or delay wha time the workday begins. This may
happen because of bad weather. In order for you to know if PAI is closed for the day,
opening late or closing early, you should do the following:

ALEXANDRIA: closing will be announced on KXRA or KIKV radio.

BRAINERD: during the workweek (Monday — Friday) closing will be announced on
WWWI-1270 AM, KLZ 107.5 and WJJY-106.7 FM. If you do not have aradio and think
that PAI may be closed, call: 825 - 8148.

FERGUS FALLS during the workweek (Monday — Friday) closing will be announced on
KJJK or KBRF radio, both AM and FM. If you do not have aradio and think that PAI
may be closed, call: 736 — 5668.

LITTLE FALLS Closng will be announced on KQ.92 and KFML .94 FM radio stations
and on KTLF.950 AM.

MOORHEAD: PAI will call and informyou if any meetings have been canceled.

RIGHTSAND RESPONSIBILITIES

What isaright? E

A Right is something that you are entitled to (you do not have to earn it) and it is not time-
limited (thereisno “set” amount of when it has to be used).

What isaresponsibility?
A Responsibility is something that you say you will do to the best of your ability (the best that
you can).

Y ou havethe Right to end or refuse services:
To use this right, you can go to your case manager or your Branch/ Department Manager,
and explain why you want to stop receiving services. They will explain to you what might
happen if you quit. You will remember that you could totally lose your services and not get
them back without waiting along time; or you may not get them back at all.
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You have the Right to know the “ Start” and the* Stop” terms of your services:

To use this right, you will need to find out what the sart and stop rules are for the service
you are getting. Organizationa and Community (Supported) Employment Services are not
time-limited services. |f PAl decidesto stop giving you services, the reason(s) why must be
explained to you.

You have the Right to know the limitsto the service you are getting:

To use this right, you will need to find out how far the help you get goes. If your service
has a limit—Ilike the number of hours or the number of days each week that you can
work—you will be told about this limit. At the time of intake (sgn-up), the limits to your
servicesin this program are:

You havethe Right to be trained by capable staff:

This means that the people working with you must have enough training to help and
support you, so they can do the best job possible of meeting your on-going needs. To use
this right, you will need to find out wha amount of training is needed for each of those
persons who are giving the services.

You have the Right to be free from maltreatment:

To use thisright, you need to know that others cannot treat you badly or hurt you. If you
have questions about this, you can tak to your case manager. |f someone does cause you
harm, you should tell your case manager right away.

You have the Right to see your records and any other recorded information about
you:

To use this right, you need to know that YOU CAN ask to see what others are writing
about you, and what is put into your file. You CAN question any information that you
think iswrong. You CAN write out the reason you think the information is wrong (your
chdlenge) and put it in your record. You CAN appead—or ask to change—any decisions
about your chdlenge of the information put in your file. You CANNOT see information
about yourself that deals with investigations about you. Y ou may not
see the names of people who report child or vulnerable adult abuse
or neglect. You CANNOT rip up thefile or any of its pages or
damageit in any way if you don't like what is written there.

You have the Right to keep your records private:

This means that people can only read your records or tak about you if you, or your legd
representative, say it isokay. To usethisright, you will need to ask to see PAI’ s rules about
how the agency is keeping your paperwork private.

You havetheRight to refuseto participatein a study:

This means that if PAl asks you to be part of astudy or experiment you have aright to ask
questions and get dl of the information you need before making a decison. After asking
questions and getting the information, you have the right to just say “no.”



You havethe Right to be treated with courtesy and respect:

To exercise this right, you need to understand that people working with you should be
polite when they tak to you. They should treat you the way you would like to be trested.
They must talk to you in away that you understand and that is respectful to you.

You havethe Right to state any complaints and be heard:

This means that if you have a problem, people will lisgen to you. If you have a complant
or concern, you can use this right by taking to your case manager first. This person will
help you work out a solution for your problem. |f needed, this person can dso help you
file agrievance (awritten complaint).

Y ou havethe Right to appeal major decisions:

This means that if you tak to people who can change mgor things in your life and they
don't, you can ask to have them look & it again, this time with some added people helping
to decide. To use this right, you can tak to your family, your Rehabilitation Counsdor,
your County Case Manager, or the PAI Branch/ Department Manager or the President, an
advocate or ombudsman for help to do this step.

You have the Right to make choices and be involved in setting-up your Service
Plan:

This means that you have the right to make choices in the services and programs offered to
you. This includes choices about your job god and the steps and services needed to reach
it. Tousethisright, you need to know what services PAI provides.

You have a Right to services:

To use this right, you need to know that you have a right to get services from PAI no
matter what race, color, age, gender (mde or femae), economic (money) satus, lifestyle
(the way you choose to live your life), disability, religious preference (the religion you
choose), sexud orientation (who you have intimate relationships with), nationd origin,
citizenship or other areas protected by federal, state and local laws.

You have the Right to be Free of Financial and Other Exploitation:
This means that your money and your assets are yours and they are meant to be used for your benefit.
People cannot and should not take advantage of you in any way.

You have the Right to know whom to contact if you need more help to understand
your rights:

To use thisright, you can ask your case manager to help you contact alocal Advocacy Agency.
The tdephone number a IS , and
Is someone you can call. Other places you can call for help are:

Led Advag fa Paaons with Dedgomantal Disahlities a (800) 582 — 5256.
Thereisnodirect TTY line, but Minnesota relay can be used.

Meata Hedth Law Prget (a division of Minnesta Disahility L aw Center) is at (800)
292 — 4150. TTY is(612) 332 — 4668.




PROBLEM RESOLUTION

Productive Alternatives, Inc. believes in open communication. If you have a suggestion or
concern, your placement specialist or the management team wants to
know about it. In most cases, you can get an answer to a problem

by talking to your placement specialist or your supervisor about it.
However, the Agency understands that this may not fix all concerns.
The Agency cares about your concerns and wants to provide you and
al our staff with afriendly work environment that creates teamwork
and efficiency.

For concerns tha cannot be resolved by taking about them, the following actions have
been established to make sure your concerns are heard and handled appropriately. All
concerns will be addressed in a quick and open-minded way. This process is available for
dl current employees, however, there are different procedures used when the issue is
related to sexua harassment, which are discussed in the Sexual Harassment section.

Time periods specified below may be made longer by the person reviewing an individua
concern if there are reasons to extend these time periods. You would be notified if time
periods were extended.

Step 1

If you fed that a concern was not fixed through verbd conversation with your
placement specidist, you can present your concern in writing or other form of
documentation to the Branch/ Department Manager within 10 working days from
when the concern started. The Branch/ Department Manager will investigate the
facts and other issues related to the concern and will make every effort to resolve the
matter promptly and farly. The Branch/ Department Manager must respond to you
within 5 working days following receipt of your concern.

Step 2

If the Branch/ Department Manager does not respond to you within 5 working days
following receipt of your concern, or you are not satisfied with the their decision,
you have 5 working days following the receipt of the their decison to discuss it with
the Presdent. The President will review the facts as presented by you and the
branch/ department manager. The President has 10 working days to issue adecison
to you.

Step 3 ?

If the President fails to respond or you are not satisfied with the President’ s decision,
you have 5 working days following receipt of the Presdent’s decision to gpped to
the Chair of the Board of Directors. The Board of Directors will review the facts as
presented by you and the Presdent. A written, or other format, of the report of the
decison will be issued to you and the Presdent within 30 working days. This
decision isfinal, ?



Step 4 (Final and Binding Arbitration*)

If you are not hagppy with the answer you got from the Board of Directors, you may
begin arbitration proceedings. This must be done within 20 days after getting the
written decision from Step 3.

PAI, dong with your help, will atempt to sdect an arbitrator who will listen
to your complant and decide the answer to your problem, question, or
concern.

The arbitrator does not, however, have the power to do the following:
1) To change the Consumer Informational Guide.

2) To change wages, supplementary payments, or the amount of
vacation, dck, funerd, or persona benefits you get if your
placement results in PAI being your payroll agency and you receive
Supported or Community Employment Services.

3) To decide on any question that is the right of management to decide
on. Thiswould include:
Howv menagamat fundians thepragansthet PAI dfes hovPA T goendsits
money, use of technology, the structure of the agency and, the hiring of staff.

These rights are contained in PAI’ s written Informational Guide.

An arbitrator is not free. How this person is pad for hisg/ her time is decided
in the following way:

1) If the arbitrator decidesthat PAI isright, you will be required to pay
$25.00 of what it cost to hire an arbitrator. You will not, however,
be asked to help pay for this person’s time if you do not have very
much money.

2) If you can reasonably afford to help pay for this cost, you will not
be asked to pay for more than half of the bill.

3) If the arbitrator decides that you ae right, PAI will pay the
arbitrator’ s hill.

A copy of the arbitrator’s answer will be put in your case file. The filing of a grievance or
the fina answer you get in writing does not mean that you cannot take other action for
protection under State and Federal Civil Rights Acts or use of advocates.

If you fed your concern directly involves your supervisor you can discuss it with their
supervisor. |If your concern is with the Presdent you are to contact the Human Resource
Director.

You will not get in trouble for raising a concern, as long as you follow this process. You
can ask for help a any time in following this process. If you fed tha you have been
treated differently because you filed a complant, you should tell the Branch/ Department

Manager.
| é@?
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This Problem Resolution procedure does not take the place of
Federal and State law. This means that State or Federal Law will
always be upheld within this process.

(*Find and Bindng Arhtration wes written as A ddendum to the Caunme Infametiond Guide
effective 7/04)

GENERAL INFORMATION

Vulnerable Adult Status:

Many people who recelve services or work a PAI are consdered Vulnerable Adults as
defined by Minnesota Law. This relates to people who are over 18 years of age, live in
licensed facilities, and/ or get services from places like PAl. These people would not, on
their own, report their own mistreatment (which means abuse and neglect) because of the
very reasons that cause them to be vulnerable. PAI will report dl stuations that ded with
the abuse or neglect of a Vulnerable Adult to places like County Socid Services during the
weekdays or the police or like authority during weekends, evenings, or holidays.

Vulnerable Adult/Maltreatment Prevention:

It is important that your work place is safe and that you are treated fairly and with respect.
If you think that you have not been treated farly or with respect or that your work placeis
not safe, PAl would like you to tell a staff member here what has happened. |If you are
uncomfortable doing that, you have every right to tel your legd representative, or other
important person in your life about this unfair or unsafe event.

Productive Alternatives, Inc. does not dlow the use of physcd or verbd abuse
punishment, sexua abuse or psychologicd ause in any form. All staff of this agency are
mandated reporters and must report any incident, of which they have knowledge, according
to our Vulnerable Adult Policy and the Statutes of the State of Minnesota.

Vulnerable Adult Maltreatment Reporting:
Following is a list of Common Entry Points for the branches of Productive Alternatives
where you or staff would report suspected abuse and/or neglect.

.Alexandria/ Douglas County
-Douglas County Socia Services. 320-763-2302
-Douglas County Law Enforcement Center: 320-763-6631

.Brainerd/Crow Wing County
-Crow Wing Socia Services. 218-824-1100
-Crow Wing County Law Enforcement Center: 218-829-4749

.Fergus Falls/ Ottertail County

-Ottertail County Social Services: 218-998-8150
-Ottertail County Law Enforcement Center: 218-998-8555
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.Little Fall Morrison County
-Morrison County Social Services. 218-998-8150
-Morrison County Law Enforcement Center: 218-998-8555

-Moorhead/ Clay County
-Clay County Social Services. 218-287-5060
-Clay County Law Enforcement Center: 218-299-5120
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Productive Alternatives, I nc.

Acknowledgement of Receipt

| understand and/or agree that:

The daements contaned in this booklet are genera information regarding
Productive Alternatives, Inc. and its policies and procedures.

Thisis not a contract of employment, or a guarantee of employment.

From time to time Productive Alternatives, Inc. may need to change some of the
information, policies and benefits contained in the Informationa Guide. The
Agency will inform me when changes occur.

| have received a copy of the Placement/ Job Development Informationa Guide, |
have read or reviewed this information with my Placement Specidist, and | have
asked questionsif | don’t understand the contents of this guide. | will follow these
rules to the best of my ability.

Your Signature:

Print your Name:

Date:

L egal Representative’s Signature:

Print your Name:

Date:

Revised 7-11
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