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ORDER OF THE STATE DEPARTMENT OF HEALTH 
AND SOCIAL SERVICES ADOPTING 

RULE PW-MH 60.30 

Pursuant to the authority vested in the State Department of Health 

and Social Services by section 15.05 (1) (b), Wis. Stats., the State 

Department of Health and Social Services hereby adopts rule PW-MH 60.30, 

Community Da.y Services Programs for the Mentally Handicapped. (The rule as 

adopted is attached hereto. ) 

PW-MH 60.30 as adopted herein shall take effect on publication 

pursuant to the authority granted by section 227.026 (1), Wis. Stats. 

Dated: August 8, 1972 State Department of Health and Social Services 

Wilbur J. Set~, Secretary 



WISCONSIN DEPARTMENT OF HEALTH AND SOCIAL SERVICES 

RULES PW-MH 60.30 

STANDARDS FOR ADMINISTERING A COMMUNITY DAY SERVICES 

PROGRAM FOR THE MENTALLY HANDICAPPED 

(1) ADMINISTRATIVE STANDARDS 

(a) The community day services center shall maintain individual and cumulative 
daily attendance records of clients. The center shall also maintain 
administrative records necessary for statistical reporting to the Division 
of Mental Hygiene 9 Department of Health and Social Services, 1 West 
Wilson Street 9 Madison, Wisconsin 53702. The following are included in 
those reports to be forwarded to the Division of Mental Hygiene. 

1. Report on persons actively receiving day services, This report 
provides a monthly statistical summary. 

2. Report on persons admitted to day services. This report provides 
information about the client, such as~ age, sex,source of referral, 
nature of handicap, previous care and training', including type and 
amount of services. 

3. Report on persons withdrawn from enrollment in day services centers. 
This report provides information about the major reason for withdrawal 
from enrollment. 

(b) The center shall maintain necessary and adequate administrative records 
to provide sound fiscal budgeting and fiscal expenditures, 

1. A monthly report of actual expenditures of the day services center 
shall be submitted to the Division of Mental Hygiene, Department of 
Health and Social Services, 1 West Wilson Street, Madison, Wisconsin 
53702. 

2~ A total operating budget for the current year, the proposed budget for 
the next fiscal year, and the anticipated source of funds for the 
proposed budget shall be submitted. The completed budget forms shall 
be submitted with the original and each subsequent application. 
Centers whose budget year differs from the State's fiscal year of 
July 1 to June 30 are nevertheless required to submit their estimate 
on a July 1 to June 30 fiscal year basis. 

3. The form indicating budget estimate of employees' salaries and travel 
shall list employees by name and position, with individual amounts 
budgeted for each employee's salary and tr~vel. Salaries must be 
allocated to the prop~r program. 

4. The form indicating budget'estimate of community day care services 
board per diem ~nd travel shall list board members by term~ off ice 
held, and representative group with the individual amounts budgeted 
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(c) 

for per diem and travel. This form shall be submitted with the 
original and each subsequent application. 

A cumulative record shall be maintained for each client attending the 
center and shall include: 

L Name, birthdate, full names .of both parents, and home and work 
addresses and telephone numbers of both parents. 

Note: The word parent shall mean guardian if appropriate and shall 
apply only if the client is minor/dependent. 

2. Name, address, and telephone number of family physician. Name, 
address, and telephone number of person to be notified in case of 
emergency. 

3. A form concerning: 

a. Permission to contact the family or center physician in case of 
emergency. 

b• Appropriate releases of information as deemed necessary. 

4. Record of current physical examination(s), social, psychological 
and/or psychiatric evaluation(s) and of related health matters. 

5. Date client enters and leav~s program. 

6. Record of daily attendance of each client. 

7. Individual client objectives stated in measurable and meaningful 
terms, based upon the identified needs of the client. 

8. Summary of each parent/family consultation. 

9. Written documentation obtained from the superintendent of the local 
public educatiortal agency, documenting legal excuse or exclusion 
from the public school program for school age persons. 

10. Other pertinent information. 

(d) The director of the 51.38 program shall, in cooperation with the community 
day care services board~ establish a policy respecting the confidentiality 
and use.~£ client records. 

(e) Each progr~m shall.have a writt~n admission policy. 

!. The policy shall include a statement of compliance with the 1964 
Civil Rights Act. 

2. The policy shall relate to those mentally handicapped individuals to 
be provided day servi.ces. 
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not programmed for in the community public school. In the case of 
a school age person, written documentation that the individual has 
been legally excused, or excluded from school attendance, shall be 
obtaitled frcm the superintendent of the local public educational 
agency before an individual is formally admitted to a day services 
program. 

3. An initial assessment of the type and degree of mental handicap shall 
be docu1:1.ented in writing and included in the client vs records. The 
initial assessment shall include a physical examination by a licensed 
physician and an e2camination by a licensed psychologist and/or board 
eligible psychiatrist, whichever is applicable, preferably prior to 
admission but not later than 15 days after admission to the center. 
Each professional shall use a recognized nomenclature as a basis for 
diagnosis and reporting (APA, SRA 9 AAMD or WHO). Community mental 
health clinics should be utilized for testing and evaluation where 
possible. 

Note~ American Psychiatric Association? Rehabilitation Services 
Administration of Social and Rehabilitation Service, a division 
of the Department of Health, Education and Helfare, American 
Association on Mental Deficiency, World Health Organization. 

4. An evaluation of the clientis social and family background shall be 
obtained by a professionally trained social worker, preferably prior 
to admission but no later than 15 days after admission to the center. 

(f) Minimum Size of Center 

A center shall serve not less than four clients. 

{g) Length of Operation 

1. Each center shall meet Section 51.38, Wis. Stats., program standards 
as defined in this chapter. 

2. Each program shall operate a minimum of nine c~nsecutive months per 
fiscal year. 

(h) Personnel Policies 

Personnel policies including fringe benefits shall be established by the 
community day care services board and shall be submitted with the original 
application. Personnel policies shall comply with local, state and 
federal regulations. Salaries and fringe benefits shall be similar to 
equivalent positions in the local community and or state. 
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(i) An organizational chart shall be submitted with the original application 
and when subsequent revisions are made. 

(j) Job Descriptions 

A job description shall be prepared for each position and included in the 
original application; additions and revisions shall be included in 
annual reapplications. 

(k) Fee Schedule 

A fee sr.hedulc established by the community day care services board shall 
be submitted with the original application and when subsequent revisions 
are made. Fees shall be based on ability to pay. An approved program 
under Section 51.38, Wis. Stats., may not deny servj.ces to the residents 
of the area it serves on the basis of inability to pay. 

(1) The Day Services Dir'ector shall not leave the premises during the hours of 
· operation without delegating necessary responsibilities to a competent 
adult. This adult shall not be a client of the day services center. 

(m) Equipm2nt 

The center shall provide s:ufficient and appropriate equipment to meet the 
varied needs of the group being served. 

(n) Physical ·Plant 

Each day service center shall comply with Wisconsin Administrative Code 
Chapter IND-57. There shall be an inspection of each center facility by 
the Department of Industry, Labor and Human Relations or local building 
inspector to determine compliance with local and state regulations and 
codes; this inspector will fi:J_e with the center a written statement of 
conformance to regule.tions. Department· of Health and Social Services 
approval in writing shall be received prior to admission of day services 
clients to the center. An annual review shall be conducted and. confirmed 
in any subsequent reapplication. 

(o) Health and Safety 
) 

All state and local health, fire, and safety regulations shall be met. If 
a conflict in regulations exists, the highest standard· shall prevail. 

(p) Transportation 

Transpo!'.'tation to and from the center should be arranged by the program. 

(q) · Insurance 

Each center shall carry worl~men vs compensation. insur~mce in accordance 
with Wisconsin Statutes,Chapter 102,and the provisions of the Federal 
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Social Security Act. Each center sh::i.11 carry public liabil:I ty and 
property damage insurance. Safety, health, and unemployment compensation 
insurance provisions shall be made by the center in accordance with state 
and local ordinances. 

(r) Federal and State Wage and Hour Regule.tions 

Day services centers p:".'oviding sheltersd work activity shall comply with 
all federal and state wage and hour regulations and be certificated, where 
applicable, by the Wage and Hour and Public Contracts, Division of the 
U.S. Department of .~abor. 

(s) Mentally handicapped clients under tb2 auspices of Division of Mental 
Hygj_ene who are being funded through Purchase of Care and Services 
(Title IV 1%7 Amendment of Social Security Act of 1935) shall meet all 
requiremer:.ts as identified in Purchase of Care and Services Contract and 
eligibility contingencies in addition to all Sec. 51.38, Wis. Stats. 
requirements. 

(2) PERSONNEL STANDARDS 

(a) Not less than two persons~ one of whom shall be a staff person, shall be 
in the center at all times dur:i.ng thE: hours of center operation; the 
other(s) may be a volunteer(s). 

(b) Each Day Care Services Board shall appoint a Day Services Administrator 
who shall be responsible to the Day Care Services Board in the operation 
of the program according to Sec~ 51.38 (7), Wis. Stats. The Day Services 
Administrator shall have a master's degree in a relevant field and four 
years of professional experience in working with the mentally handicapped. 
At least one of the four years shall be in an administrative or supervisory 
capacity. Additional years of administrative or supervisory experience 
in a related area may be substituted for the degree requirement. 

(c) Each center day services director shall be at least 21 years old and shall 
have a minimum of a bachelor's degree. The director shall have had 
professional training and experience with the mentally handicapped and 
demonstrated supervisory and administrative ability. The director shall 
be responsible for the daily operation and administration of the day 
services pr0gram. The minimum education requirement may be waived by the 
Secretary of the Department of Health and Social Services if the director 
has had five years of related experience and has demonstrated supervisory 
and administrative ability. 

(d) The assistant director shall have a minimum of two years formalized 
traj_ning bey:;nd high school and appropriate experience in working with 
mentally handicapped clients or in a related area. Two years of experience 
may substitute for one year of formalized training. 

(e) Staff members of the day services center shall have had education, 
training 9 and/or experience suitable for the position for which they are 
employed. 
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recognized professional association, or if not applicable~ shall have had 
educatton and experienee in keeping with these standards and program needs. 

(g) Consultative staff sha.ll meet professional requirements of their profession 
and be specifically knowledgeable in the area for which their services are 
contracted. 

(h) Volunteers, adequately super.vised~ may assist :f.n the center 9 s program. 
The director shall id0n.tif y the orientation and training n('\eds relative to 
the parameters of the day services program; the director shall continually 
provide for training and supervision. 

(i) The day servlces center shaJ.l keep on file a record of a current (within 
the past two years) medic;al examination by a qualified physician of each 
staff per:so:i employed in the day services program of thB operating agency. 
Th<! record shall certify the staff person 9 s freedom from communicable 
disease and attest to physical, mental and emotional competence to care 
for mentally handicapped clients. The day services centers may assume the 
matchable expense of necessnry examinations. Where four or more children 
below age se·ven are serv~d, day services centers shall comply with 
Wiocor,sin Adminis'o:rat:Lve Code Section PW-CY 40.12 (1) (b). 

(j) Person:iel are requj red ·o.:o upg:i~.?.de their present level of education and 
traini.n6 th·1·ough b.pprcp.riate ccurses offered at accredited colleges or 
universities, su;nmer institutes, inservice training programs, etc. 
Specif le fiscal year recommendations include a minimum of 40 hours (time 
spent in formal training session) of advanced training in administration, 
special education, accounting, reporting, and/or other related services · 
for the mentally handicapped, to be taken by the day services administrator·,· 
day services director, assistant director and program staff members. 
Inservice training for volunteers shall be provided on a reeular basis by 
the director and/or appropriate specialists or consultants. Day services 
centers should assume the matchable expense of required inservice training. 

(k) All inservice educational and training activities conducted by the agency 
shall be under the supervision and direction of the Director. These 
activities shall be basqd on structured written guidelines. 

(3) PROGRAM STANDARDS 

(a) The intent of community day services shall be to assist mentally 
handicapped persons in the acquisition of knowledge and skills which will 
enable them to improve their personal, social, educational and vocational 
functioning and other persistent life needs to the maximum of their 
abilit:'.es. 

(b) The objectives of a program shall be clearly stated in meaningful and 
measurable terms a.nd based upon the needs of the clients served as 
indicated by initial and subsequent evaluation. 
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(c) The center 9 s day to day operation shall be directed and supervised by a 
qualified~ professionally-tndned and experienced person who meets the 
job qu:.:i.lifications of e. day services director. 

(d) The day services center shall comply with staffing patterns specified in 
this sect:i.on. 

(e) Each center shall prov:tde instructional materials and equipment 
appropriate to program objectives and client needs. 

(f) For a more effective program there shall be a sod.al/f1mctional evaluation 
and exa-11ination by the program staff in cooperation with a board eligible 
psychiatrist and/or licensed psychologist, at least annually, to include 
prognoses, progress and appropriate recommendations, 

(g) Each day services center shall have a systematically planned and ongoing 
ev2luation program, Program data collection and analysis to describe the 
fun<?.tioning of the pro:s·r.am shall be maintained, and program evaluation to 
determine the effectiveness of various services shall be carried out. 
This requires an explicit statement of objectives 7 identification of 
met!J.L.ds of measuring the extent to which these objectives are fulfilled, 
and i.mpiementation of procedures for taking measurements periodically. 

(h) Ongo:i.ng evaluntion of ea.ch client shall be based upon identified need o 

(i) Community day care services shall comply with the following requirements 
for staff /client ratio and hours of ope.ration~ 
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DIRECT STAFF TO CLIENT RATIO 

Below chronological age 4 1: '~ 

4-6 years 1:7 

6-20 years 1:10 

21 & over 

Field Staff - Home Services 

CROUP SIZE 

No more than 8 
in a group 
No more than 1.5 
in a group 

Not more than 25 
in a group 
Staff /client ratio 
she.11 be a~ljusted 
according to the 

.ages of the clients 
in the groi.~p, the 
program activity~ 
and the needs of 
the client 

According to client, 
family needs 

(4) RESPOHSIBILITIES OF THE COMMUNITY DAY CARE SERVICES BOARD 
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TIME OF OPERATION 

10 hours per week 

16 hours per week 

20 hours per week 

20 hours per week 

According to 
client, family 
needs 

(a) The powers and duties of the Community Day Care Services Board as cited 
in Sec. 51.38, Wis. Stats., are: 

1. Appoint the administrator of the community day care program,who 
shall be responsible to the board in the operation of the program. 

2. With the cooperation of the administrator, define the program and 
formulate the necessary policies to implement the program. 

3. Establish salaries and personnel policies for the program. 

4. Rev:l.ew and evaluate the services of the day care program to assure 
conformance with the basic plan an.cl budget? including periodic 
reporting to the director, local public officials, the program 
administrators and the public. When indicated, the board shall make 
recommendations for changes in program and services. 
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5. Assist in arranging and promoting local financial support for the 
program from private and public som·ces. 

6. Assist in arranging cooperative working agreements with other public 
and private? health, vocational and welfare services, and with other 
related agencies. 

7. Establish fee schedules based upon ability to pay. 

8. Review the fiscal practi~es, the annual plan and budget, and make 
recommendations. 

(5) POWERS AND DUTIES OF THE DEPARTMENT. OF H:r,AITH AND SOCIAL SERVICES 

(a) All records shall be available for review by appropriate Department of 
Health and Social Scrvicesv staff to ensure compliance with federal/state 
standards and ;statutes. 

(b) The Department sl!all review and evalua;e local programs and approve all 
personnel and their perf~:r.mances. It shall have the power to withdraw 
funds from any program which is not being administered in accordance with 
the statutes, its eligibility rules, prescribed standards, approved plan, 
and approved budget. 

(c) The Department at its aiscretion may make exceptions to any standard when 
it is assured that the granting of such an exception will not be detrimental 
to the mentally handicapped person recelving the day services. All 
appeals to the Department of Health and Social Services shall be initiated 
through community day services board action. 

(d) A new agency or program center added to a previously approved program in 
a community, that is, where a day care services board has already been 
established, shall be regarded by the State as program expansion and will 
be considered for funding only at the time of the yearly reapplication 
for the new fiscal year beginning each July 1. 




