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Inclusion Services Handbook 

Introduction
Welcome to HISRA and the Inclusion Program!  This handbook has been developed in order to familiarize Inclusion Participants and Park District Staff with the policies and procedures that govern HISRA’s Inclusion Services.  Hopefully this handbook will address many of the questions that may arise pertaining to Inclusion. It is important to note that this handbook has been developed as a general reference guide and can be modified at anytime, with or without advance notice. 

Please take the time to read the information carefully and fill out all necessary forms.  It is important to maximize safety for both participants and staff at all times during programming.

Please note:  Inclusion Services must be requested a minimum of

3 weeks prior to the start of the camp or program.

Steps for Accessing Inclusion Services from HISRA:

· Register for the camp or program through the Park District

· Go to www.hisra.org and fill out an Inclusion Request

· Call HISRA at 309-691-1929 to schedule an Inclusion Assessment

Required Paperwork includes, but is not limited to:

· A signed HISRA Registration Form

· A current HISRA Annual Information Form

· A completed Inclusion Request Form
Please understand that the rules and regulations that exist within this handbook will be strictly enforced to maximize both the participant’s safety and success in inclusion.
HISRA does not provide one on one aides for inclusion.  If a participant needs a one on one aide, HISRA programming may be explored as an alternative to Inclusion Services within Park District Programming.

Inclusion services are provided free of charge to residents of HISRA’s member park districts.  Proof of residency may be required.  

Who is HISRA?

The Heart of Illinois Special Recreation Association (HISRA) is a cooperative extension of the Chillicothe, Morton, Peoria and Washington Park Districts providing quality recreation programs and services to individuals with disabilities.  Inclusion services are only provided for programming within the Chillicothe, Morton, Peoria and Washington Park District programming.

Mission Statement
It is the mission of the Heart of Illinois Special Recreation Association to provide a comprehensive system of leisure service delivery in the greater Peoria area which assists people with disabilities in the development of leisure skills, attitudes, and awareness and promotes their personal development and community leisure participation.
Inclusion Philosophy
· HISRA believes that participants should have the opportunity to participate in recreation activities in the least restrictive environment, whenever possible.  
· Recreation teaches skills and creates important social opportunities for participants.  HISRA’s inclusion services seek to maximize these opportunities by providing supplemental support to member district programs.  
Eligibility Guidelines for Participation in Inclusion Services

· Participants must meet eligibility guidelines of the member district program.  While these guidelines may vary from program to program, guidelines can be met with reasonable accommodations.  
· Participants must have a diagnosed disability.  Please understand that not every program is appropriate for all disability levels.  

· Participants must meet health eligibility requirements of member district program.
· Participants must meet level of care requirements (please review the Level of Care Guidelines on page 7, 8 and 9).

· Participants must have the ability to actively participate in at least 50% of program activities.  Should participants not meet this successfully, HISRA can explore programming offered through HISRA that may be appropriate for the participant. 
· Participants must demonstrate flexibility and ability to reasonably cope with changing situations.

· Participants must allow others in the program, as well as members of the public, to enjoy the activity with limited disruption (within reason).
· Participants must demonstrate behavior that will not affect the safety of any individual including him/herself.

· Participants must demonstrate social skills that promote a healthy environment.

Spectrum of Inclusion Services
· Typically, enrolled participants have a disability but are able to participate in park district programming within the same structure and supports as typically developing peers.
· Based on the participant and park district’s needs, HISRA may provide one or more of the following Inclusion Services:

· General training/seasonal training to park district staff in regards to working with participants with disabilities

· Targeted training to park district staff in regards to individual participants
· Ongoing consultation/observation
· Intermittent staff support during park district programming

· Temporary park district program support with a transition plan
Transportation
· Parents/guardians are responsible for arranging all transportation to and from park district programming and are responsible for all related transportation costs.  
· HISRA staff does not provide transportation as part of Inclusion Services.
Attendance
· Participant attendance should be communicated verbally to HISRA with two hours notice.  Failure to communicate absence could result in a no show fee should expenses be incurred.  All absences or schedule changes should be communicated by calling the HISRA office at 309-691-1929.  An after hours on-call number is left on the voicemail in the event the office is closed.

Payments and Fees
· Inclusion services are free of charge for residents of HISRA’s member park districts (Chillicothe, Morton, Peoria and Washington). 
· Fees will be assessed for Non-Residents requiring inclusion services.  Non-residents will be assessed a fee based on the level of support determined necessary by the inclusion team.  Fees are based upon services provided.  HISRA will provide a fee estimate after completion of assessment.  

· Inclusion participants must have a $0 balance prior to new season registration.

· HISRA requires three weeks notice for inclusion services.  Please communicate needs as early as possible in order to ensure the best opportunity for success.
· Payment is due at the time of registration.  Payment arrangements are available though HISRA on a case-by-case basis.  Failure to comply with payment arrangement may result in temporary or permanent discontinuation of services.
· HISRA accepts cash, check (payable to HISRA), money order, or credit card (VISA, Master Card, or Discover).  

· Returned checks are subject to all applicable bank fees.

· HISRA program staff will not accept any form of payments.  All payments must be made in person at the HISRA office during business hours (Monday through Thursday from 8:30 AM to 4:30 PM and Fridays from 8:30 AM to noon.  The HISRA office is closed from 12:00 to 1:00 for lunch).  HISRA does have a lockbox in the front of the building, payments can be left in lockbox at anytime – the box is checked on a daily basis during the work week.
· You may also send a payment via mail to:
Heart of Illinois Special Recreation Association

8727 N. Pioneer Road

Peoria, IL 61615

· Refunds or credits are not given for days missed.

Third Party Payments
· HISRA must receive a written statement from Third Party Payors no later than fifteen days prior to the start of the program season.
· If the Third Party denies the request to fund the program, the participant, parent or legal guardian are responsible for payment.  
Refund and Withdrawal
· All refund requests must be made in writing at the HISRA office two weeks prior to the start of the program for which the refund is being requested.  

· Please allow 2-4 weeks for refunds to be processed.

· HISRA understands special circumstances may arise; please contact the HISRA office with these needs.
· Administrative fees may be assessed in the event of withdrawal.

Communication
· Parents/guardians should provide HISRA with their cell phone numbers to assist HISRA Staff in making contact in the event of an emergency.  
· Please notify HISRA if their address or phone number changes.  Please make sure that all numbers given are up to date throughout the program session.
General HISRA Policies and Procedures
· By law, all HISRA staff are mandated reporters and are required to report any suspected abuse/neglect.

· HISRA policy states that staff DO NOT transport participants to or from program.  HISRA understands that many parents use program staff to provide personal services; however, HISRA is not responsible or liable in any form for these services.  These are strictly private arrangements between the family and HISRA staff in their private capacity. HISRA makes no representations whatsoever about the skills, qualifications, and/or capabilities of HISRA staff for such private arrangements. When using program staff for such private services, program staff is not acting in any capacity as a HISRA employee, volunteer or agent. Rather, staff is acting as an employee, volunteer, or agent for the family. Please do not go through HISRA to obtain these services.

· It is the responsibility of the participant and/or parent/guardian to read the schedules, posted notices, and other important information that is distributed.

· The participant and parent/guardian must keep us informed about changes of phone number or address for all emergency contacts.

· During a medical emergency, if we cannot contact the parent/guardian and the participant needs immediate medical attention, we will call 911. HISRA also reserves the discretion to contact 911 at any time (before contacting the parent/guardian), if in the judgment of staff; emergency medical services may be warranted. 

· Please inform us about changes in the participant’s life that may affect their behavior.  

· If necessary, please offer suggestions of effective means of dealing with the participant’s negative behavior. Kindly understand that all participants must meet the program’s behavior eligibility requirements, with or without reasonable modification. 

· It is important that you allow time for us to talk to you about the participant when you pick him or her up as needed.  
Participant Health
Please notify the HISRA office if the participant contracts any contagious illness that will affect his/her attendance or if the participant has exposed others to a contagious illness or condition.  Participants should return at the doctor’s recommendation, or, if not under a doctor’s care, when the symptoms have clearly passed. HISRA reserves the right to request physician certification that the participant may safely resume activities and/or that the participant’s condition does not cause a direct safety threat to the participant or others before the participant returns to services. 
Atlanto-Axial Subluxation
Individuals with Downs Syndrome are at risk of having a condition known as Atlanto-Axial Subluxation.  HISRA must have a doctor’s written note on file stating a participant is free of the instability before he/she is allowed to participate in activities that may cause undue stress upon the neck.  The goal of most member district programs is active participation.  Please take this into consideration when enrolling the participant inclusion services and inform staff if the condition is present.
Level of Care Guidelines for Inclusion Services
HISRA is committed to complying with the Americans with Disabilities Act (the “ADA”) and is pleased to provide reasonable modifications/accommodation in accordance with the ADA. Kindly understand that many requests for medication/accommodation are beyond the scope of reasonable modification/accommodation under the ADA and are not provided by HISRA. HISRA reviews requests for personal care and personal services on a case-by-case basis. Listed below you will find our current level of care guidelines for Inclusion.  While these are general guidelines, these guidelines may differ from program to program.  Please consult with HISRA staff to determine level of care guidelines for the program for which you are requesting services.   
If a participant requires one or more of the needs listed below, the parent/guardian must fill out the Personal Care Request.  If necessary, the parent/guardian may be asked to meet with the program supervisor in order to develop a medical care plan that HISRA staff will follow during times of emergency.  Each participant’s personal care requests will be evaluated on a case-by-case basis.  HISRA reserves the right to deny, suspend, or discontinue services at any point should the service be found to be too personal or invasive in nature or beyond the scope of HISRA or member district Inclusion staff availability or training.
Following is a list of procedures with clarifications regarding each.  In the event procedures are requested which are not included in this list, consultation will occur with the HISRA and member district Program Coordinator or the HISRA Executive Director.  Requests for personal care and services must be timely made well in advance of program. Parents and guardians are encouraged to discuss requests for personal care/services before registration.    
Medication Dispensing:  HISRA or member district staff will dispense oral and topical medications as consistent with policy of the member district program.  Please consult member district program requirements for necessary paperwork.  Should HISRA staff be responsible for administering medications, all medications must be delivered in the original prescription bottles or in clearly marked containers which include the participants name, medication, dosage, and time of day the medication is to be given.  Parent/guardian must also fill out and sign the permission to dispense medication waiver.
Lifting and Transferring:  HISRA will ordinarily provide lifting and transferring.  Staff will receive the appropriate lifting and transferring training through HISRA. In rare circumstances, the weight and size of the participant may compromise the safety of staff and result in suspension of this service and/or program participation. 
Toileting Assistance:  HISRA and/or member district inclusion staff will ordinarily provide minimal to no toileting assistance in inclusion programming.  Please see individual member district requirements for participation in the program.

Feminine Care Assistance:  HISRA and/or member district staff will not provide feminine care assistance in inclusion programming.      
Epinephrine Injections:  HISRA and/or member district staff will ordinarily provide emergency epinephrine injections.  The medication must follow the medication dispensing guidelines of the member district program.    Once an emergency injection has been given to a participant, the parent/guardian will be notified and expected to pick up the participant for the remainder of the day.  Parents/guardians are responsible for providing the medication/auto-injector to staff and assuring that their child/ward will have the medication available for all excursions.
Inhaler Assistance:  HISRA and/or member district staff will ordinarily provide inhaler assistance.  The medication must follow the medication dispensing guidelines of the member district program.    
Feeding Tube Management:  HISRA and/or member district staff WILL NOT  provide feeding tube management. 
Diazepam Rectal Gel Delivery:  HISRA and/or member district staff WILL NOT provide diazepam Rectal Gel Delivery due to the medical judgment necessary to provide this medication.  Parents/guardians are responsible to be available to administer the medication or provide the participant with an aide (at the parent/guardian expense).
Suction Device management:  HISRA and/or member district staff WILL NOT provide suction device management.  It is the responsibility of the parent/guardian to be available to administer this treatment or provide the participant with a personal aide (at the parent/guardian expense).   
Catheter management:  HISRA and/or member district staff WILL NOT provide catheter management.  It is the responsibility of the parent/guardian to be available to administer this treatment or provide the participant with a personal aide (at the parent/guardian expense).  Any participant who is independent in their catheter management will be allowed to attend program with the catheter.  However, HISRA is not responsible for any situations that may occur with the catheter during program.  The parent/guardian will be expected to pick up the participant should any situation occur.
IV Medications:  HISRA and/or member district staff WILL NOT provide IV medication administration.  It is the responsibility of the parent/guardian to be available to administer this treatment or provide the participant with a personal aide (at the parent/guardian expense).
Tracheotomy Management:  HISRA and/or member district staff WILL NOT provide tracheotomy management.  It is the responsibility of the parent/guardian to be available to administer this treatment or provide the participant with a personal aide (at the parent/guardian expense).
Nebulizer Therapy:  HISRA and/or member district staff WILL NOT provide nebulizer therapy.  It is the responsibility of the parent/guardian to be available to administer this treatment or provide the participant with a personal aide (at the parent/guardian expense).
Vagal Nerve Stimulator:   HISRA and/or member district staff WILL NOT provide vagal nerve stimulator management or treatment.  It is the responsibility of the parent/guardian to be available to administer this treatment or provide the participant with a personal aide (at the parent/guardian expense). If a participant uses a vagal nerve stimulator, the parent/guardian will need to educate HISRA staff on the signs and symptoms of a vagal nerve stimulator malfunction.  When a malfunction occurs, the parent/guardian will be called immediately and expected to pick up the participant for the remainder of the day and/or fix the malfunction.
Insulin Pump management:  HISRA and/or member district staff WILL NOT provide insulin pump management.  It is the responsibility of the parent/guardian to be available to administer this treatment or provide the participant with a personal aide (at the parent/guardian expense).
Syringe Injections (insulin/other):  HISRA and/or member district staff WILL NOT provide syringe injections.  This includes all medications that need to be administered through a syringe.  It is the responsibility of the parent/guardian to be available to administer the injection or provide that participant with a personal aide (at the parent/guardian expense).
Seizures:  Parents/guardians will be asked to provide HISRA and member district staff with a detailed written desire of seizure treatment for individual participants.  HISRA staff will review parent/guardian instructions on a case-by-case basis.  HISRA staff will develop a seizure care plan for member district staff.    HISRA and/or member district staff reserves the right to call 911 at any time in the event of a seizure, with or without the notice or consent of the parent/guardian.  911 will ordinarily be summoned for seizures observed to be lasting 5 minutes or more and/or if HISRA staff is unable to contact the parent/guardian. HISRA staff will keep written documentation on seizures. Should any seizure seem out of the ordinary to HISRA or member district staff, 911 may be called and/or the parent/guardian will be called and asked to pick up the participant for the remainder of the day.   If HISRA or member district staff is unsuccessful in contacting the parent/guardian, 911 will be called.  
***We wish to emphasize that our staff is not medically trained in diagnosing and/or assessing emergency medical conditions.  Therefore, even with sound judgment and training, staff may not perceive and/or react to a medical emergency to the same degree or in the same manner as medically trained professionals or parents/guardians who are experienced in handling family medical emergencies.  We appreciate your understanding.  

***When a parent/guardian requests a personal or medical service that we do not accommodate and is outside the scope of reasonable modification/accommodation under the ADA, other viable options may be suggested and explored.  For example, securing a family member, personal aide or nurse to administer the procedure may be highly encouraged or required.  The parent/guardian will be solely responsible for determining the qualifications and skills for this person.  Likewise, any salary or hourly wage for the attendant/aide or nurse will be covered by the parent/guardian.
Questions or concerns regarding HISRA and the Inclusion Services we offer?

Please contact the HISRA Office at (309) 691-1929

THANK YOU!
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