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1. Essential personnel needed for the operation of the agency include, but may not be limited to the following:
a. Executive Director

b. Chief Financial Officer

c. Director of Consumer Relations

d. Director of Foster Care

e. Director of Clinical Services

f. Director of Special Populations

g. Director of Training

h. Director of Quality Improvement

i. Clinician 1

j. Clinician 2

k. Licensing Specialist/Assessor

2. Alternative physical work location in the event that the St. Louisville Office is rendered uninhabitable: Executive Director’s home and home offices of essential personnel.
3. Communication Plan with telephone and/or email access:

a. Executive Director will contact Management Team members with assignments. Management Team members will contact their supervisees for updates and assignments.

b. Direct service staff will make contact with each of their foster homes and attempt to maintain required visitation schedules; using telephone contacts as an alternative in the event that physical visitation is rendered unsafe.

4. Communication Plan without telephone and/or email access:

a. Essential personnel will meet at the St. Louisville location for assignments. In the event that reaching the St. Louisville site is prohibited, essential personnel will meet at the Executive Directors home for assignments.

5. Essential work activities that must continue in order to ensure the safety of children, support caregivers and service providers include, but not necessarily limited to the following:

a. Direct service staff visitation of foster children and foster caregivers, and contact with custodial agencies.

b. Clinical supervision of direct service staff.

c. Maintenance of all licensing, placement and investigative functions, including training.

6. Reports of child maltreatment will be referred to the appropriate PCSA or law enforcement agency.

7. Procedures for tracking clients and substitute caregivers include, but may not be limited to:
a. Direct service staff making physical contact and/or telephonic contact with caregivers and clients.

b. Licensing staff making contact with caregivers through any means possible and maintaining a written tracking record until computer service applications can be redeployed.

8. Direct service staff will ensure the continuity of services to children in substitute care or, in conjunction with the Director of Clinical Services, provide a substitute service pending redeployment of the aforementioned service(s).

9. Direct service staff will ensure the continuity of services to families receiving in-home supportive services or, in conjunction with the Director of Clinical Services, provide a substitute service pending redeployment of the aforementioned supportive service(s).

10. Maintenance and security of agency records:

a. Hard copies of agency records including foster client ICR, foster parent records and adoption records are kept in their locked lateral files. 

i. Access is limited to the records clerk, Executive Director, Director of Clinical Services, Director of Foster Care or the Director of Quality Improvement.
ii. In the event of a disaster, the aforementioned personnel will remove the records if the disaster threatens their integrity or safety.

b. Software containing digital client or agency-related data are protected through redundancy and off-site backup.

i. Access is limited to the Executive Director and contracted IT professionals.

ii. In the event of a disaster that renders either server unusable, the off-site server will go online and services restored.

11. House of New Hope will coordinate services with the St. Louisville Police Department and the Newton Twp. Fire Department for:

a. Recommended disaster preparedness training

b. Volunteers

12. Direct service staff will coordinate with the local Red Cross or other agencies that might be providing emergency shelter care for resource families and clients and maintain contact and oversight of safety concerns.

