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Purpose 

To ensure an Individualized Service Plan (ISP) is developed, agreed to, and signed by the client or his/her 
family and by the Agency’s Supervisor per the Texas Licensing Standards for Home and Community 
Support Services Agencies found in §558.404 for Personal Assistance Services. 

Policy 

An Agency Supervisor will make an on-site visit to the location where the client’s services will be 
delivered primarily to determine the ISP, with input from the client or his/her family, that will consider 
client/family choice and control, as well as the client’s functional needs, while offering accessible and 
flexible services. 

Procedure 

A. As part of the orientation of an Agency Supervisor, his/her role in developing the client’s ISP will 
be explained. 

1. S/he will be responsible for developing an ISP that meets the client’s functional needs, 
incorporate the client’s or his/her family’s choices, and are flexible. 

2. As a follow-up, this information will be reviewed with the Supervisor as needed or 
requested. 

3. Documentation of the orientation and training will be kept in the Supervisor’s personnel 
file. 

B. The Supervisor evaluating the client for admission will explain to him/her or the client’s family 
that the Agency offers personal assistance services that enable him/her to engage in the activities 
of daily living or to perform the physical functions required for independent living. 

1. S/he or the client’s family are encouraged to participate in the planning process. 

2. S/he or the client’s family have the right to request the ISP be revised. 

3. S/he or the client’s family have the right to decline care or services. 

4. The client or the client’s family will sign and date the ISP acknowledging agreement with 
the tasks, hours, and schedule on the ISP. 

a. The Supervisor will sign and date the ISP, also. 

b. If the client is unable to sign/date the ISP, the reason why will be documented. 

c. The original signed/dated ISP will be kept in the client’s record at the Agency and a 
copy will be given to the client or the client’s family. 

C. The Supervisor will develop the ISP that will include, but not be limited to, the following: 

1. Types of services, supplies, and equipment to be provided; 

2. Location(s) of services; 

3. Frequency, scheduled hours, and duration of services; 

4. Planned date of service initiation; 

5. Charges for services rendered if the charges will be paid in full or in part by the client or 
significant other(s), or on request;  
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6. Plan of supervision of personnel; and 

7. Frequency of supervisory visits. 

D. The ISP will be reviewed and revised, if needed, by the Supervisor, with input from the client or 
his/her family. (See the Agency’s Policy TX.6, Review and Revision of the Individualized Service 
Plan.) 

E. Supervisory visits will be made according to the frequency on the initial ISP, on ISPs revised to 
meet the client’s needs, or as revised at the client’s or his/her family’s request. 

1. Supervisory visits will be recorded on the appropriate form and will be placed in the 
client’s record at the Agency. 
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