








Policy # FCSS-0184.14
FAMILY & COMMUNITY SUPPORT SERVICES (FCSS)

RIMBEY COMMUNITY HOME HELP SERVICES (RCHHS)

POLICY
NAME: 



ADULT DAY SUPPORT ACTIVITIES/ADMIN ASSISTANT
DEPARTMENT: 

JOB DESCRIPTIONS

EFFECTIVE DATE:

MAY 21, 2014
Rimbey Adult Day Support

This position is contracted to the Rimbey Family & Community Support Services by Alberta Health Services.
Reports To:  Adult Day Support Team Leader

Position Summary: 

This position will be responsible to help with the physical set up for activity and support groups as needed and will assist the Team Leader in the activity group with meals and activities ensuring client safety while at the program site.
Qualifications: 
Persons with certification in a related human services profession will be given preference.  Ability to plan and implement therapeutic, social and recreational activities in cooperation with the Team Leader and supervisor.  HCA Certificate or deemed competent.
Current CPR.

Experience working with elderly persons, persons with dementia/Alzheimer’s/stroke, and their families.

Hours of Work:  6 hours per program day (when 5 or more clients)  4.5 hours per program day when    fewer than 5 clients.  1hour prep time per program day for admin duties
Duties and Responsibilities:


· Set-up and disassemble activity and support group rooms.  Includes safe storage of equipment.  All rooms used by the program must be left ready for the next reservation.

· Prepare snacks, & refreshments as required.

· Assist participants with arrival and leaving – dressing, assist to transportation.

· Assist in the activity group under the direction of the Team Leader.  Includes personal care for participants as needed.

· Maintain materials and supplies that will be used by the groups.

· Other duties as assigned by Programmer.
· Be prepared to fill in for all programmer duties

· Administrating in areas of communication with participants maintain program statistics and any required documentation.

· Completing client registration forms/updating information regularly.

· Document client attendance and participation in weekly activities and report to AHS.

· Submit monthly attendance reports to Health care Programs Co-coordinator RCSS/RCHHS

· Complete required evaluation forms as requested including annual agency surveys/

· Complete and review annually logic model and outcomes both short and long-term.

· Work with supervisor to prepare annual program budget and calendar of program dates.

· Know and follow budget for the program.

· Prepare and maintain program manual 

· Assist of admin for outings and arranging for groups as per form: speaker’s contract.
Revised/Reviewed:  May 30, 2019
This policy shall be reviewed at the discretion of the Board but at least annually.


