Plan Submission and Meeting Process
	Date of Month
	Time
	Task
	Responsible Party

	5th
	
	Meeting agendas emailed to the Program Coordinators who have a person they serve due for review.  This email also includes the submission date/time and how many copies of each plan is needed.
	The Arc

	20th

(see Review Schedule for dates)
	Before 12noon
	Submit plans for people served that have both BSC and HRC plans to be reviewed.  Plans should be left with the staff at the thrift store desk.  Plans will be submitted at the same time with one cover sheet for each copy, titled Human Rights Referral Form.  Once The Arc receives all the plans, the agenda is finalized.  Clients are added or deleted as needed.
	Program Coordinator

	20th
	
	Every Program Coordinator must review their case load monthly and submit an HRC/BSC Change of Information Form to The Arc.
	Program Coordinator

	22nd
	
	BSC meeting materials send to BSC committee members, which includes the submitted plans, Historical Perspective and Approval and/or Score Sheets.
	The Arc

	1st Tuesday
	5:30pm
	BSC Committee Meeting
(All BSC plans are to be returned to The Arc at the time of the meeting so they can be reviewed by the HRC Committee)
	BSC Committee

	
	
	BSC meeting minutes written
	The Arc

	1st Wednesday

(see Review Schedule for dates)
	Before 12noon
	Submit plans for people served that only have an HRC plan to review.  Plans should be left with the staff at the thrift store desk.  Plans will be submitted at the same time with one cover sheet for each copy, titled Human Rights Referral Form.  Once The Arc receives all the plans, the agenda is finalized.  Clients are added or deleted as needed.
	Program Coordinator

	1st Friday
	
	HRC meeting materials sent to HRC committee members, which includes the submitted plans, BSC plans with restrictions and Historical Perspectives.
	The Arc

	3rd Tuesday
	5:30pm
	HRC Committee Meeting
	HRC Committee

	
	
	HRC meeting minutes written
	The Arc

	
	
	BSC and HRC meeting data inputted into database.
	The Arc

	4th Tuesday
	
	All meeting minutes and approval forms forwarded to primary providers.
	The Arc

	
	
	Primary providers share all documents with secondary providers.
	Program Coordinator
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