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About Jewish Family Services (JFS)

Jewish Family Services (JFS) is a Central Ohio non-profit human service agency
founded in 1908. JFS was founded by the Jewish community and our work is rooted in
Jewish values, but we serve people of all races, ethnicities, and religions, and from all
economic circumstances. Guided by the core Jewish value of Tikkun olam - to “repair
the world” — the agency provides personalized and compassionate supports to meet the
complex needs of all those who walk through our doors. The agency’s integrated
services include workforce development, counseling, case management, resource
navigation, and emergency financial assistance.

Mission: To help individuals and families achieve economic self-sufficiency and
emotional stability.

Values:

e We believe that we should treat ourselves and each other with dignity and
respect.

e We believe that all people, no matter how different, are connected.

e We believe that people should feel safe in their homes and community.

e We believe that we have a communal responsibility to stand up for each other,
especially for those among us who are vulnerable.

¢ We believe that we should speak honestly, straightforwardly, and respectfully.

e We believe in being fully engaged and “all in”.

Population Served:

JFS provides career and community services to people ages 18 to 90+. The agency
does not provide services for people under the age of 18. The agency assists any adult
that is appropriate for the services we provide to the community. These populations
include, but not limited to:

e Individuals

e Families

e The Jewish community

e The general population (outside of the Jewish faith)
e Foreign born

Contact Information:

Address: 1070 College Avenue Website: www.jfscolumbus.org
Columbus, OH 43209 Main Phone: (614) 231-1890
Intake: (614) 237-9675

Office Hours: 9:00am to 5pm Monday through Friday



Holidays: The following holidays are observed by JFS (*denotes a Jewish holiday)

New Year’s Day — 1 day *Passover — 2 days
Martin Luther King Day — 1 day *Shavuot - 1 day
Memorial Day — 1 day *Rosh Hashanah - 2 days
Juneteenth — 1 day *Yom Kippur — 1 day
Independence Day — 1 day *Sukkot — 1 day

Labor Day — 1 day *Simchat Torah — 1 day

Thanksgiving — 2 days
Christmas Day — 1 day

JFS closes at 3pm on weekdays prior to any holiday JFS observes. The federal holidays
that JFS observes will follow federal recognition. If these holidays fall on a Saturday,
they are recognized as a paid holiday on the Friday preceding the holiday. If these
holidays fall on a Sunday, they are recognized as a paid holiday on the Monday
following the holiday.

What is Prohibited at JFS?
Possession of any of the following items is prohibited in our facility:

e Alcohol of any form (beer, wine, and liquor)

e lllegal drugs prohibited from sale or distribution by federal and state laws. Legal
drugs are not permitted to be used in the building unless for personal medical
use.

e Weapons (guns, knives, bombs, and any other items designed to inflict harm). No
employee, contractor, client, or visitor may carry, possess, convey, or attempt to
convey a deadly weapon on JFS property.

o Public Safety Officers required to carry weapons are exempt.

No smoking, smokeless materials, vaping, or any other tobacco products are permitted
to be used in the building.

JFS property cannot be removed from a given area without authorization.

Aggression — verbally or physically - towards clients or JFS employees is strictly
forbidden and may lead to modification in service provided.

Emergency Hours

JFS and its employees do not operate 24/7; therefore, the agency is not a provider of
essential services. In the case of an unexpected agency closure, signs will be posted at
entrances, if possible, and the phone message will include emergency/crisis telephone



numbers. If you need emergency assistance outside of JFS’ business hours, contact
911 or Netcare Access at (614) 276-2273.

Access

JFS is an equal opportunity services provider committed to providing services to its
clients, without regard to race, color, religion, sex, gender identities, national origin,
ancestry, age, marital status, veteran status, sexual orientation, or disability.

JFS is wheelchair accessible. Registered service animals are allowed.

To accommodate speakers that have a primary language other than English, JFS has
multilingual employees. If the agency does not have personnel who can communicate
with the client, JFS will subcontract with providers who are trained interpreters.

If a client requires ethnically and/or culturally specific services which JFS cannot
provide, the agency will refer the client to an appropriate agency or organization.

JFS employees will not provide transportation for clients, unless they have been
authorized to do so based on program / grant requirements, have complied with agency
procedures related to transportation, and have written approval from Human Resources.

Client Rights and Grievance Procedure

Client Rights Officer: Tim McNish
1070 College Avenue
Columbus, OH 43209
Direct Phone: (614) 559-0207

The Client’s Rights Officer accepts and oversees the process of any grievance filed by a
client, other person, or agency on behalf of the client.

JFS intends to protect and assure the rights of persons applying for or receiving
services by establishing specific rights of the clients.

The following are the minimum client rights and grievances requirements for a
provider certified by the Ohio Administrative Code.

Each client has the following rights:

1. Theright to be treated with consideration and respect for personal dignity,
autonomy, and privacy;

2.  Theright to reasonable protection from physical, sexual, or emotional abuse
and inhumane treatment;

3. The right to receive services in the least restrictive, feasible environment;



10.

11.

12.

13.
14.

15.
16.

17.

18.
19.

The right to participate in any appropriate and available service that is
consistent with an individual service plan (ISP), regardless of the refusal of
any other service, unless that service is a necessity for clear treatment
reasons and requires the person’s participation;

The right to give informed consent to or to refuse any service, treatment, or
therapy, including medication absent an emergency.

The right to participate in the development, review, and revision of one’s own
individualized treatment plan and receive a copy of it;

The right to freedom from unnecessary or excessive medication, and to be
free from restraint or seclusion unless there is immediate risk or physical
harm to self or others;

The right to be informed and the right to refuse any unusual or hazardous
treatment procedures;

The right to be advised and the right to refuse observation by others and by
techniques such as one-way vision mirrors, tape recorders, video recorders,
television, movies, photographs, or other audio and visual technology. This
right does not prohibit an agency from using closed-circuit monitoring to
observe seclusion rooms or common areas, which does not include
bathrooms or sleeping areas;

The right to confidentiality of communications and personal identifying
information within the limitations and requirements for disclosure of client
information under state and federal laws and regulations.

The right to have access to one’s own client record unless access to certain
information is restricted for clear treatment reasons. If access is restricted,
the treatment plan shall include the reason for the restriction, a goal to
remove the restriction, and the treatment being offered to remove the
restriction;

The right to be informed a reasonable amount of time in advance of the
reason for terminating participation in a service, and to be provided a
referral, unless the service is unavailable or not necessary;

The right to be informed of the reason for denial of a service;

The right not to be discriminated against for receiving services based on
race, ethnicity, age, color, religion, gender, national origin, sexual orientation,
physical or mental handicap, developmental disability, genetic information,
human immunodeficiency virus status, or in any manner prohibited by local,
state, or federal laws;

The right to know the cost of services;

The right to be verbally informed of all client rights, and to receive a written
Copy upon request;

The right to exercise one’s own rights without reprisal, except that no right
extends so far as to supersede health and safety considerations;

The right to file a grievance;

The right to have oral and written instructions concerning the procedure for
filing a grievance, and assistance in filing a grievance if requested;



20. Theright to be informed of one’s own condition; and
21. The right to consult with an independent treatment specialist or legal counsel
at one’s own expense.

Client Responsibilities
As a recipient of services, you have the responsibility to:

e Participate in the creation of your Personal Service Plan.

e Be aware of your rights.

e Participate in your services.

e Provide the information needed for your care or services.

¢ Notify JFS of any change in address, phone, income, household size, or
marital status or any other changes in your life.

e |If applicable, provide your Medicare or other insurance cards when asked.

e If applicable, provide valid proof of identity (i.e., driver license, Social Security
card, etc.)

e Arrive on time for your appointments.

e Tell providers if you must cancel an appointment before the scheduled time.

e Having regular contact with your case manager.

e Follow the rules and guidelines listed in the Client Handbook.

Professional Guidelines

Core Competencies:

We are committed to:

e Providing a full continuum of high-quality human services that are client
focused.

e Providing services with integrity, trust, confidentiality, high ethics, and values.

e Strive to serve the community regardless of ability to pay.

¢ Instilling hope, self-reliance, and social responsibility.

Ethical and Professional Standards: It is the policy of this agency that each person
that works or volunteers their time at JFS will be required to know and practice the
ethical standards of their profession. All persons that do not have a position requiring
formalized ethical standards will follow the standards set forth by the Ohio Counselor,
Social Worker, and Marriage and Family Therapist Board.

e JFS will not tolerate the exploitation of its clients, their family, the agency staff,
volunteers, or members of its Board.



e The organization ensures the person served is protected from physical, sexual,
psychological, and fiduciary abuse; harassment and physical punishment; and
humiliating, threatening, or exploiting actions.

To review the current laws and rules, visit: https://cswmft.ohio.gov/for-
professionals/resources-for-professionals/laws+and+rules.

1.

10.

The agency shall define “exploitation” as the intended or unintended manipulation
of a person, or persons, for the purpose of personal benefit, at the expense of the
client’s rights.

At no time will the agency, nor any member of its staff, use their relationship with

a client or with a significant other of a client for the purpose of their own personal

gain.

All staff will adhere to the HIPAA privacy act:

https://www.hhs.gov/sites/default/files/privacysummary.pdf

None of the agency’s services will be provided for the specific purpose of

conducting research.

When research is conducted, such as pertaining to assessing client satisfaction,

or needs, all identifying information will be deleted from any documentation.

The documented sexual exploitation of any client, significant other, or a client,

member of the agency’s staff, volunteer, or member of the agency’s Board, will

result in the immediate dismissal of the offending individual.

No staff member will be allowed to date or to socialize with any client, or

significant other of a client, while they are in the agency’s employ unless the

relationship existed prior to the client becoming a client of the agency. In such
instances, the client will be assigned to another staff person.

a. No staff member will be allowed to provide any of the agency’s services to
any friend, associate, or relative who is a client of the agency.

No member of the agency’s staff, volunteer, or Board member will be allowed to

accept a personal gift or either cash or merchandise exceeding $25 in value from

either a client or from a significant other of a client.

a. Whenever a gift of cash or merchandise is offered exceeding $25 in value, it
will be accepted as a gift to the agency, which will be recorded and reported
as such to the Internal Revenue Service.

b. The receipt of any size gift will not result in the increase, decrease, or
amendment in the type, frequency, intensity, or duration of services that are
provided.

No staff member will be allowed to provide any private service outside of the
agency, to any client or significant other of a client, while they are in the
agency’s employ, and/or while the client is a client of the agency.

Whenever there is existing documented evidence that the client is exploiting
another client, the agency will make all reasonable efforts to protect the
exploited client, to include referring either client, at no additional cost to them, to
another agency.



https://cswmft.ohio.gov/for-professionals/resources-for-professionals/laws+and+rules
https://cswmft.ohio.gov/for-professionals/resources-for-professionals/laws+and+rules

11.  JFS will notify the appropriate authorities if allegations of abuse/neglect are
made.

12. All staff, volunteers, and Board members will be expected to have been apprised
of these professional standards and to always abide by them.

13. Each supervisor will review the ethical standards at the time of the annual
evaluation at the minimum to determine the staff member is adhering to the
code of conduct.

Diversity, Equity, and Inclusion

JFS strives to use the concept of culture in a manner that empowers the individual and
enhances individual and family functioning.

Conflict of Interest

Conflict of interest refers to situations in which financial and other personal
considerations may compromise or have the appearance of compromising professional
judgment in the conducting of business, delivering client services, providing education,
or conducting and reporting research at or on behalf of JFS.

All JFS employees, volunteers, consultants, interns, and members of the Board shall
have a duty to properly disclose any potential conflict of interest when they represent
JFS in any dealings or make any recommendations, which may influence an action of
JFS.

If as a client of JFS you observe a conflict of interest, please report it to your assigned
staff member, their supervisor, or the Client Rights Officer.

Seclusion and Restraint: It is the policy of this agency that at no time will any member of
the staff use chemical restraint, mechanical restraint, or seclusion for the purpose of de-
escalating an acting out or aggressive client.

How will | know what services | will be getting?

Assessing Services: An intake screening will be completed by one of the JFS
professionals to assist you in determining your primary needs. Once your primary
needs are determined, you will be assigned to the department that specializes in
meeting those needs. At JFS, we offer a wrap-around team approach, so there may be
people from other departments on your team.

Informed Client Consent: You will sign an informed client consent for services giving
JFS permission to begin services. The informed client consent is designed to inform
you of the service(s) you will receive.




Denial of Services: Not all people who come to us for help are eligible for all the
services we provide. In line with JFS’ person-centered approach, we are committed to
providing the best possible services to our clients. We will assess an individual’s unique
needs on a case-by-case basis to provide the most effective and appropriate services. If
JFS determined an individual’s needs are beyond our capacity and expertise, we will
decline to serve that individual and refer them to another agency.

If you are denied services and believe you meet the eligibility criteria, you may use the
client complaint form to file a written appeal and we will respond within 14 days.

JFS may modify or restrict services should issues of safety and security arise.
Restriction may occur due to threats, unsafe conditions, or other risks. Clients may
request, in writing, for restrictions to be lifted and their case manager will explore ways
to maintain accessibility to service.

What types of services are available?

All clients coming to Jewish Family Services to start services will need to be active with
the agency and having contact with JFS staff within the last 90 days for services to
continue.

Client Directed Services: JFS strives to provide services in direct response to the
needs of the client. Clients will give input into their goals and their methods of
accomplishing the goals. Clients will have the opportunity to make changes throughout
the course of the service.

Person Centered Planning: Your provider or team will work together with you to make
decisions about the services you need. The plan will tell you about the amount, scope,
and duration of services. When completed, you will be provided with a copy of your
plan. As a client, you have access to JFS resources and our willingness to apply them
in good faith. Due to the many factors that influence coaching and guidance, no specific
outcomes are guaranteed.

Services from Jewish Family Services include the following:

Community Support Services

e Clinical Counseling / BONEI

e Service Coordination / Case Management
e Senior and Holocaust Services

e Volunteer Services / Community Outreach
¢ Financial Empowerment

e Digital Services

e Resettlement



Workforce Development Services

e Career Development / Exploration

¢ Intentional Retention

e Training Opportunities

e Group Workshops

e Refugee and New Americans Services

How are services provided?

Virtually: Virtual services are offered for the safety and convenience of our clients and
staff. Services available may include:

o Wayfynder e Zoom e Microsoft Teams
e E-mail e WhatsApp e Phone Call

While JFS takes every action possible to ensure your privacy and safety using these
platforms, there are risks associated with their use. These risks include:

e Potential for technology failure and interruption of services
e Potential for confidentiality breaches

The following information is NOT to be shared via digital platforms:

e Hate speech

e Sexually explicit images or messages

e Or anything that may be construed as harassment or offensive to others based
on actual or perceived race, national origin, sex, sexual orientation, age, and
disability, religious or political beliefs.

In person: Services may be offered in person at JFS, a client’s home, or the community.
Providers will assess the client’s needs and determine the appropriateness of using
these platforms which client based on client goals, access, and dependent on safe
conditions.

How are services paid for?

Most services are available at no cost to you through grant funding. Insurance may also
cover some of our clinical services.

When will | be discharged from services?

JFS strives to provide services in direct response to the needs of the client. Clients will
lead the process of developing their goals and their methods for accomplishing the



goals. Likewise, clients have opportunities to make changes throughout their course of
the service(s).

Situations that may result in discharge or termination from services:

e Your needs and goals were met.
e You are NOT following the agreed upon Personal Service Plan.
e You violate any guidelines listed in this handbook.
e You move out of the service area.
¢ You make threats against staff or bring a weapon to any of your appointments.
e You are hospitalized or incarcerated for an extended period.
¢ You are transitioned to another program or agency.
e There is a change in your insurance policy or grant funded program.
o If needed, staff will assist you with referrals to a new service provider.

How long will JFS keep my client records?

Your privacy is important to us. JFS retains only information the client voluntarily
submits to JFS. It is the policy of JFS to maintain all records in a confidential manner to
ensure the privacy of all persons who received services from JFS. To ensure all client
records are handled in a professional and confidential manner, designed to prevent loss,
misfiling, tampering, alteration, destruction, or unauthorized or inadvertent disclosure, all
paper files will be retained in locked cabinets in locked rooms meeting all HIPAA
requirements.

Each department will follow its own guidelines as to the length of time a record is
maintained. Records will be stored in chronological and alphabetical order for ease of
retrieval.

All paper records will be retained for at least seven years and the determination is
according to contractual funding. All resettlement and adoption records are kept
indefinitely.

Electronic records created by JFS software will be maintained indefinitely. Due to
updated technology, there will come a time when software records will not be
retrievable.

If any records are requested due to legal proceedings, the destruction of all records will
immediately cease until the legal matter is resolved.

How do | request a copy of my records?



A written or electronic mail (e-mail) request must be made to info@jfscolumbus.org and
include the following information:

Client name

Client date of birth

Dates of service records requested.
Signature

There might be a records request charge. JFS will determine if there will be a charge
for releasing records and fees may be applied.

Notice of Privacy Practices

Your records contain personal information about you and your health. This information
about you may identify you, is referred to as Protected Health Information (PHI). This
Notice of Privacy Practices describes how JFS may use and disclose your PHI in
accordance with applicable law, including the Health Insurance Portability and
Accountability Act (HIPAA). It also describes your rights regarding how you may gain
access and control your PHI.

We will not use or share your information other than as described here unless you tell us
we can in writing. If you tell us we can, you may change your mind at any time. Let us
know in writing if you change your mind.

We are to provide by law to maintain the privacy of PHI and to provide you with this
notice of our legal duties and privacy practices with respect to PHI. We are required to
abide by the terms of this Notice. We reserve the right to change our terms at any time.
Any new Notice of Privacy Practices will be effective for all PHI that JFS maintains at
that time. We will provide you with a copy of the revised Notice by posting a copy on our
website or providing one to you directly.

Permitted uses and disclosures of your health information:

Treatment: Your PHI may be used and disclosed by those at JFS who are involved in
your care for the purpose of providing treatment or related services. We may disclose
PHI to any consultant only with your authorization.

Payment: JFS will release PHI about you for our payment purposes for items as
determining coverage, eligibility, billing, and reimbursement.

Agency Operations: JFS will use and disclose your PHI during routine health care
operations including quality assurance, utilization review, auditing functions, cost
management analysis, and client services. An example would be an internal audit.


mailto:info@jfscolumbus.org

Mandated Reporting: Employees, notaries, interns, and volunteers of JFS are
mandated reporters in the State of Ohio. JFS has an obligation by duty to warn and
protect. If we become aware or suspect of any of the following, we are required by law
to report the concern to the appropriate entity.

e Child abuse or neglect

e Abuse or neglect of an elderly person or adult with a disability
e You are at risk of harming yourself or others

e Animal abuse or neglect

e Social media / virtual communication abuse

Your rights regarding your PHI:

Right to Confidential Communications: You can ask JFS to contact you in a specific
way (for example, home or office phone) or send mail to a different address. We will say
“yes” to all reasonable requests.

Right to Request Restrictions: You can ask JFS not to use or share certain health
information for treatment, payment, or our operations. We are not required to agree to
your request, and we may say “no” if it would affect your care.

Right to Inspect and Copy: You can ask JFS to see or get an electronic or paper copy
of your medical record and other health information that JFS has about you. We will
provide a copy or a summary of your health information, usually within 30 days of your
request.

Right to Amend: You can ask JFS to correct health information about you that you think
is incorrect or incomplete. Ask us how to do this. We may say “no” to your request, but
JFS will tell you why in writing within 60 days.

Right to an Accounting: You have the right to receive an accounting of certain
disclosures of your PHI that JFS have made.

Right to Receive a Copy of this Notice: You can ask for a paper copy of this notice at
any time, even if you have agreed to receive the notice electronically. JFS will provide
you with a paper copy promptly.

Right to File a Complaint:
If you believe your privacy rights have been violated, you may file a complaint with:

Tim McNish, Client Rights Officer
1070 College Avenue

Columbus, OH 43209

Direct Phone: (614) 559-0207



Emergency Procedures

JFS maintains safe building access and exit for clients, visitors, and employees that are
compliant with the fire code regulations.

In the event of a drill or emergency, everyone is expected to cooperate with the
directions given.

For the health and safety of the people served, we have evacuation maps, fire
extinguishers, an automated external defibrillator (AED) and first aid kits are available.
For any questions, please ask the staff working with you. Staff can review safety
precautions, procedures, and rules with you.

In the event of a Tornado: All JFS staff, clients, and visitors are to proceed to the to the
marked tornado safety areas on the first floor. Close all doors. To avoid injury from
flying glass, stay out of the line-of-sight of any windows.

In the event of a Lockdown: If “LOCKDOWN?” is announced over the telephone
speaker system, and no further instruction is provided. DO NOT enter or exit the
building. All individuals outside of the locking doors should immediately move to behind
the locking doors. All JFS staff, clients, and visitors will remain between locked doors
and close the blinds. Stay away from windows and exterior doors. Wait for the ALL
CLEAR to resume normal operations.

In the event of an Active Shooter: In accordance with the Department of Homeland
Security, JFS has adopted the ADD model of active shooter preparedness:

1. AVOID (Run) —if there is an accessible escape path, attempt to evacuate the
premises. Call 911 when you are safely away.

2. DENY (Hide) — If evacuation is not possible, find a place to hide where the active
shooter is less likely to find you. Blockade the entry. Remain quiet. Silence your
cell phone.

3. DEFEND (Fight) — As a last resort, and only when your life is in imminent danger,
attempt to disrupt and/or incapacitate the active shooter.

Active shooter situations are unpredictable and evolve quickly. Typically, the immediate
deployment of law enforcement is required to stop the shooting and mitigate harm to
victims.

When law enforcement comes:

Remain calm, and follow officers’ instructions

Put down any items in your hands (i.e. bags, jackets, etc.)
Immediately raise hands and spread fingers

Keep hands visible at all times

hrobN~



Other Emergencies (fire, earthquake, natural gas leak, hazardous chemical spill,
suspicious package, etc.): All building occupants are to leave the building through the
nearest exit and gather on the sidewalk along Berwick Boulevard. Please follow the
emergency exit signs located throughout the building.

Emergency drills and procedures are reviewed by the JFS Safety Committee annually.





