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Why is Planning Important?
Planning is an important part of Family Managed Services (FMS). Planning 
will help you think about your family member’s goals and decide what kind 
and how much support your family member needs. This information will 
help you develop the Individual Service Agreement (ISA).

IT IS VERY IMPORTANT THAT YOUR FAMILY MEMBER IS 
INVOLVED IN PLANNING
Planning gives your family member the opportunity to set clear goals 
and make their own decisions. Planning will also help you and your 
family member measure progress and recognize your family member’s 
strengths and abilities.

When planning with your family member think about:
�� How will you make sure your family member participates in 

planning?

�� What is your family member interested in and what goals do they 
want to achieve? What supports would they need to do this?

�� Does your family member have opportunities to try new activities 
and learn new skills?

�� How will you and your family member keep track of any progress 
made towards your family member’s goals?

�� How will you make sure you and your family member think about, 
and if necessary, make changes to the goals on a regular basis?
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Areas of Planning
Consider the following areas when planning with your family member:

�� Building meaningful relationships and connecting to the community

�� Being fully involved in making decisions

�� Being healthy and safe

�� Being effectively supported by staff

These areas will help you think about what your family member needs to 
have a good life and what you can do to help.

As you read through these areas, think about:

�� Your family member’s needs

�� What natural and community supports are available and how you can 
make use of them

�� What PDD program funded supports would help your family member 
meet their goals and have a good life

Did you know?
Your PDD regional staff can provide you with information 
on other resources that may help you plan.
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Building Meaningful Relationships 
and Connecting to the Community
It is important for your family member to contribute to and feel part of 
their community in the same ways as their friends, neighbours and other 
family members. Having meaningful relationships with family and friends is 
important for helping create a sense of belonging and value.

It is also important for your family member to have choices. They must 
have the opportunity to make decisions about the things they want to do 
and the relationships they want to build.

When planning with your family member think about:
�� Does your family member have a sense of belonging and connectedness to 

family, friends, and community?
�� Does your family member have the opportunity to develop natural supports 

such as relationships with friends, family, neighbours, and other members of 
the community?

�� How can you help your family member make their own decisions about the 
activities they want to do and the relationships they want to build and maintain?

�� Does your family member have the support to develop interpersonal skills and 
build relationships with others (with and without disabilities) that are meaningful 
and satisfying?

�� Does your family member have enough opportunities to engage in 
community activities?

�� Are there any community resources that could be used to learn about social, 
volunteer, employment, cultural and leisure activities?

—— Examples: public libraries and city recreation centres
�� Are there any skills/activities that your family member would need support 

with to help them participate in community activities of their choice?
—— Example: using public transit to go to the theatre with friends
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Being Fully Involved in 
Making Decisions
It is important for your family member to make their own decisions 
because they know themselves best. Supporting your family member to 
think about what is best for them makes it possible for them to control 
their own lives, make their own decisions, and express their own views.

When planning with your family member think about:
�� Is your family member confident and comfortable taking on new 

challenges?

�� Does your family member have opportunities to learn about their rights 
and responsibilities as an adult citizen?

—— Examples: to speak and be heard, to be treated equally and with 
dignity

�� Does your family member have opportunities to build decision making 
abilities and express their views?

—— Examples: what they believe, whom they associate with, where they 
live, what they do, what they wear, and how they spend their money
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Being Healthy and Safe
If your family member is healthy and feels safe then they are better able to 
handle life’s challenges and lead productive, fulfilling lives.

Being Healthy
When planning with your family member, think about:

�� How is your family member’s physical, emotional and mental health 
maintained (e.g. nutrition, regular exercise, regular health care visits, 
appropriate medication administration)?

Being Safe
When planning with your family member think about:

�� Is your family member supported to be safe in the community and free 
from abuse?

—— Examples: learning how to prevent and report abuse; learning 
ways to deal with unsafe situations; carrying medical and personal 
identification such as their doctor’s phone number, medical alert 
bracelet, etc.

�� How can you make sure your staff increase their understanding of how 
to prevent abuse and take steps to incorporate this as part of their daily 
work?

—— Example: Abuse Prevention and Response Protocol

�� How can you make sure appropriate safety precautions are in place?

—— Examples: emergency responses, fire safety procedures, proper 
storage and use of hazardous household products and medications
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Other things to think about:
In providing support to your family member there may be times when you 
or your staff will need to respond to a particular event or concern to make 
sure your family member and/or the people around them are safe.

When planning with your family member think about:
�� How will you respond to unanticipated situations or behaviours that are 

of concern?

�� What procedures can you use to manage behaviours in a positive way 
and how will you regularly monitor these procedures to make sure they 
are effective?

�� Which qualified person (e.g. psychologist) should you talk to as part of 
this planning?

�� Has your family member given you informed consent for any plan to 
manage behaviours in a positive way that is put into place? Have you 
documented this?

�� Is your staff trained to manage behaviours in a positive way and make 
use of procedures such as planned restrictive procedures in response 
to anticipated situations or behaviours of concern?
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Being Effectively Supported 
by Staff
As a Funds Administrator it is important that you understand your role in 
providing the best possible staffing supports for your family member. You 
must have a good working relationship with your staff. It is also important 
that the staff has a good working relationship with your family member. 
This will lead to a better quality of life for your family member.

When planning with your family member think about:
�� How will you make sure you hire the best staff possible?

—— Examples: Criminal Record Check, Vulnerable Sector Check, First 
Aid certification

�� How will you make sure your staff has the skills to provide support that 
meets the needs and preferences of your family member?

—— Examples: lifting, positioning, feeding, medication administration, 
use of adaptive aids

�� How will you encourage your staff to make use of community resources 
for information and to develop the skills and knowledge needed to 
support your family member?

—— Examples: library, public health nurse, workshops

�� How will you make sure your staff provides supports that make it 
possible for your family member to achieve their goals, connect to 
the community, build meaningful relationships, and be fully involved in 
making decisions in a safe and healthy environment?

�� How will you monitor staff on the amount and quality of all supports 
provided to your family member?
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�� How will you find out if your family member is content and satisfied with 
the support provided?

�� When and how often will you meet with your staff to discuss the 
progress of your family member and identify any challenges in order to 
resolve them before they become problems?

Other things to think about:
It is important to make sure your family member is treated with respect. By 
protecting their human and legal rights as an adult citizen you affirm their 
human dignity and worth.

When planning with your family member think about:
�� How can you make sure your staff understand and advocate for your 

family member’s human and legal rights?

�� How can you make sure your staff provides support in a way 
that respects your family member’s human and legal rights as an 
adult citizen?

�� How can you make sure your staff uses other methods of 
communication to help your family member make decisions and 
express their views?

�� How can you make sure your staff understands how to communicate 
effectively with your family member?
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Developing Your Individual 
Service Agreement
The Individual Service Agreement is a plan developed by you and your 
family member that describes the kinds of PDD funded supports your 
family member needs to help them achieve their goals. For a sample 
Individual Service Agreement, see pages 11 – 15.

The PDD program funds four types of 
services:

�� Home Living Supports

�� Employment Supports

�� Community Access Supports

�� Specialized Community Supports

The Individual Service Agreement can 
be in different formats but certain information needs to be included. In the 
Individual Service Agreement, you and your family member need to:

�� List the goals your family member wants to achieve this year. 
Remember these goals must be ones that the PDD program can 
help with.

�� List the type(s) of PDD program funded supports your family member 
needs and how much.

�� Make a list of the responsibilities of your family member and/or their 
legal guardian.

�� Make a list of the responsibilities of the Funds Administrator.

�� Decide on what process you will use to make changes to the supports 
in the Individual Service Agreement, if necessary.

Want more 
information on the 
types of support the 
PDD program funds?
Talk to your PDD regional 
staff. They can help.
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�� Decide how you will let the PDD program know if you want to change 
the supports in the Individual Service Agreement.

�� Decide how you will let the PDD program know if you want to stop 
getting supports.

Did you know?
In some cases, the Funds Administrator is also the legal 
guardian. These are two very different roles.

The legal guardian is responsible for making decisions 
in the areas where they have been given decision-
making power. This job may include working with your 
family member to decide which supports should be 
included in the Individual Service Agreement.

The Funds Administrator’s job includes hiring staff 
to provide PDD program funded supports. This job 
includes working with your family member to decide 
which supports should be included in the Individual 
Service Agreement.

Keeping these roles separate is important. This is why if 
you are the legal guardian and the Funds Administrator 
for your family member you will have to sign the 
Individual Service Agreement in two places.
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Sample Individual Service 
Agreement

This Individual Service Agreement is a sample only. Feel free to 
change it to suit your needs or to make your own.

Date: _____________________ , 20_______

BETWEEN:	 ________________________________________
(Contractor’s* Name)

- and -

(Individual’s and/or Legal Guardian’s Name)

TERM OF AGREEMENT: __________________ , 20 ___	 to_______________ , 20 ___

SIGNATURES:

_____________________________________ 	 _ __________________________
(Individual’s Signature)		  Date

_____________________________________ 	 _ __________________________
(Guardian’s signature, if applicable)		  Date

_____________________________________ 	 _ __________________________
(Contractor’s* signature)		  Date

The individual and contractor have reviewed and evaluated what 
was identified in the Goals, Activities, and Supports sections of 
this Agreement.

* Contractor = Funds Administrator
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Goals and Activities:
Use the chart on the following page:

Note: The first two rows have been filled out as examples for you to 
reference.

�� Describe your goals. Be as specific as possible.

�� Describe the activities that will help you achieve your goals. Be specific.

�� Identify the supports you need to complete these activities and achieve 
your goals. Be specific.

Supports:
Use the chart on the following page:

Note: The first two rows have been filled out as examples for you to 
reference.

�� Identify the type of service (see page 9) you need to help you achieve 
your goals.

�� Estimate the number of hours of staff support you will need per month.

�� Estimate the number of hours of staff support you will need per year.
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G
oals

A
ctivities

S
upports

S
ervice 

Type 
(see page 9)

# of 
hours 
per 
m

onth

# of 
hours 
per 
year

C
om

m
unity 

Inclusion

I w
ant to participate 

in com
m

unity 
activities of m

y 
choice. I w

ant to 
m

eet and get to 
know

 other people 
that live in m

y 
com

m
unity.

P
articipating in 

local church group 
activities for an 
hour once a w

eek.

A
 staff to drive m

e to 
the church group once 
a w

eek and to help m
e 

participate in activities 
w

ith m
em

bers of 
the church group. 
(1.5 hours a w

eek)

C
om

m
unity 

A
ccess

6 hrs
72 hrs

C
om

m
unity 

Inclusion

I w
ant to participate 

in com
m

unity 
activities of m

y 
choice. I w

ant to 
m

eet and get to 
know

 other people 
that live in m

y 
com

m
unity.

Volunteer at 
sum

m
er festivals 

(June, July and 
A

ugust)

A
 staff to help m

e find 
volunteer positions 
at sum

m
er festivals. 

I also need a staff to 
help m

e get to and 
from

 m
y volunteering 

and to help m
e w

ith 
any jobs I have to 
do as a volunteer. 
(3 hours a w

eek for 
3 m

onths).

C
om

m
unity 

A
ccess

12 hrs
36 hrs
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Change:
�� Should a change in service be required throughout the term of the 

contract, the Contractor* will:

—— Have a conversation with___________________________ (your 
family member’s name), explain what the changes are, how 
they are going to impact the services being provided, and obtain 
__________________________’s (your family member’s name) 
permission.

—— Provide a ‘Change Request Form’ with _________________________’s 
(your family member’s name) permission for PDD approval.

—— Other:

Looking for a Change Request Form?
Ask your PDD regional staff for one or check the PDD 
program online policy at: www.seniors.alberta.ca/PDD

* Contractor = Funds Administrator

http://www.seniors.alberta.ca/PDD
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Roles and Responsibilities:
Individual’s Responsibilities:
Note: The Legal Guardian may be required to complete some or all of 
these responsibilities if the individual is unable to do so.

What will be _________________________’s (individual’s name) roles and 
responsibilities? (be specific)

These are some things you should include in this section:
�� Develop goals and plans for the program
�� Be involved in the interviewing and hiring of staff
�� Bring forward any concerns they may have about their staff and/or 

their supports to the Contractor*

Contractor’s* Responsibilities:
What will be _________________________’s (Funds Administrator’s name) 
roles and responsibilities? (be specific)

These are some things you should include in this section:
�� Recruit, hire and train quality staff that have sufficient training
�� Administer all payroll and invoicing of funding
�� Have ongoing conversations with _________________ (your family 

member’s name) about how things are going with the staff
�� Report to the staff any changes in _________________ ’s (your family 

member’s name) personal characteristics such as health issues, 
dramatic weight loss or gain, mood swings, and/or anything out of 
the norm

�� Be available to discuss any concerns that may arise
�� Monitor the job performance of the staff

*Contractor = Funds Administrator
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We Welcome Your Feedback …
Please tell us what you think about the Planning Supports for Your Family 
Member handbook. We welcome all comments.

Did you find the information in this handbook useful? How did it help you?

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

Do you have any suggestions for how to improve this handbook?

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

Would you recommend this handbook to other families/ 
Funds Administrators using Family Managed Services?

  Yes       No… please tell us why not___________________________

__________________________________________________________________

Please mail or fax your comments to:
PDD Program Branch 
#404, 10011 – 109 Street 
Edmonton, AB  T5J 3S8

FAX: 780-427-1220

OR you can fill out this form on-line at www.seniors.alberta.ca/PDD/FMS

Thank you!

Tear along dotted line

http://www.seniors.alberta.ca/PDD/FMS
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