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MEANINGFUL DISABILITY PROGRAMS

A MESSAGE FROM THE CEO

Thank you for your interest in the Alberta AdaptAbilities Association.

We are a for-impact charitable organization creating possibilities for individuals with disabilities
and their families by delivering essential programs. We create a place where friendships are
made, and where people with disabilities and their families grow, succeed, and belong.

Our community is a spectrum of disabilities. We champion kids and adults living with both
visible and invisible disabilities, while keeping focus on each individual’s goals. We are
passionate about helping each participant thrive and reach their potential. Our programs create
meaningful days by promoting friendship, fun, growth, and connections to the community.
Individuals receive purposeful support, experience meaningful days, and begin to create
opportunities to build a vision of a full and rich life for themselves.

AdaptAbilities offers vital programs that are tailored to each individual’s unigque needs, so they
can grow socially, physically, mentally, and emotionally. The key to our participant’s success is
that we work in small group settings and utilize a goal-oriented, person-centred approach.

We support caregivers because our programs provide essential breaks to focus on their own
well-being. Whether you are a parent/guardian requiring respite to give you a chance to run
errands, or an individual looking to meet new friends. AdaptAbilities welcomes you.

We hope that you find your time with our organization an enjoyable and rewarding experience
as we strive to create success for life for individuals with disabilities.

Join hundreds of Edmonton area families who have participated in a variety of our programs
and support your child/adult to grow, succeed, and belong in their own communities.

Sincerely,

Michelle Hordal
Founder and Chief Executive Officer
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AdaptAbilities provides unigue programs
and services that fill gaps in the system;
supporting each person and their family to
grow, succeed, and belong. We advocate
and work together with families so that
individuals with disabilities are given equal
opportunity to reach their full potential.

Our belief is that everyone can succeed
when they are heard, respected and
recognized as people with skills and
strengths to contribute to their
community.

AdaptAbilities programs and services
facilitate growth and independence in a

MEANINGFUL DISABILITY PROGRAMS

welcoming environment while promoting
overall well-being and peace of mind for
families.

We strive to meet families wherever they
may be on their inclusion journey.

It is the responsibility of the registrant to
know and understand the contents of this
handbook.

This handbook is updated on an annual
basis. Updates may be performed outside
of this schedule if significant changes are
required.
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CORE PURPOSE AND CORE VALUES

Core Purpose

Empowering families and people with disabilities to grow, succeed, and belong.

Core Values

0 Act With Integrity
0 Open To Growth
0 Live Our Purpose

0 Cultivate Teamwork
0 Demonstrate Extraordinary Effort

COMMITMENT TO OUR FAMILIES

0 Participants are supported in a safe,
caring, and inclusive environment

0 Participants access quality
programming and goal-directed
activities

0 Participants access the community,

supporting the development of
natural supports

0 Families are positively impacted by

AdaptAbilities’ enhanced respite
programs

STATEMENT OF PRINCIPLES

We Believe Our Services:

1. Are flexible and responsive to the each
individual and their family their families
needs

2. Support the person’s ability to make
positive choices and increase their
decision-making skills

3. Are respectful of ethnic and cultural
differences and priorities of families

4. Our responsibility includes advocacy
with and for persons with disabilities

QUALITY

and to educate and increase awareness
in the community

The best available strategies,
technologies, training, and mentorship
opportunities are used to maximize the
company’s ability to realize its vision
We retain the quality, individuality, and
flexibility of these services as we
expand or change our services

Family participation is essential in the
process of Creating Success - For Life!

IMPROVEMENT/EVALUATION

AdaptAbilities continually assesses the
quality of the services we provide.

Improvement strategies are in place to
ensure services meet family’s needs and
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comply with professional standards of
practice.

An ongoing, systematic evaluation plan
considers family and participants in various

COMMUNITY

AdaptAbilities is committed to supporting
the people who hire us to be present in
and become a contributing part of their
own communities.

It is our aim to support participants to
explore their community as an important
part of living a fulfilling and meaningful life.

CHOICE

AdaptAbilities support services are rooted
in the belief that people are best
supported when they are empowered to
choose the direction that their life will take.

;(\.
ADAPT
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environments, as well as program
objectives and outcomes.

Families are encouraged to participate in
evaluations throughout their participation
in AdaptAbilities programs.

Community access is a fundamental
element of AdaptAbilities’ respite services
and families/guardians are asked to
support by encouraging participation is
community-based activities.

Services are individualized and directed by
each person according to their own
interests, passions, dreams, and capacity.

HUMAN RIGHTS APPROACH

AdaptAbilities focuses on service delivery
within a human rights approach. The role
of the support worker is to promote and
support citizenship, valued social identities,
natural relationships, and personal
development.

0 Citizenship
People are supported to feel proud
of the contributions they make and
successes they experience as
citizens of a community

0 Values Social Identities
Each person is supported to
understand and nurture their role as
an employee, sibling, customer,
family member, volunteer,

neighbour, artist, student, and other
identities

0 Natural Relationships
Relationships are vital to each
person’s sense of belonging and
self identification. People are
supported to fulfil their roles as
family members, friends, and
significant others

0 Personal Development

Growth occurs continuously
throughout life. Opportunities and
experiences for personal
development, such as employment
and education, are supported and
promoted
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AdaptAbilities is committed to supporting
each person who hires us to be present in,
and most importantly, be a part of their
communities.

We accept and appreciate everyone’s
differences; people we support, their
families, and the employees we hire.

AdaptAbilities assists people to live
complete lives with the same expectations
as any member of the community.

We offer support service that works from
the mindset that people are best

ELIGIBILITY

AdaptAbilities offers support services to
individuals ranging from early childhood to
adulthood, encompassing a spectrum of
abilities, including variations in language
and learning capabilities.

AdaptAbilities supports families seeking
enhanced respite services in a Human
Rights Model. Parents/guardians must be
aligned with our human rights vision.

The following scenarios are outside
AdaptAbilities’ scope of services:

0 Individuals with complex needs
including significant medical,
mental health, and/or behavioural
supports

0 Individuals who exhibit extreme
behaviours, including potential to

REFERRALS

Referrals are primarily directed through
government funders. However, many
referrals come from satisfied families who
hire us, doctors, and other professionals in
community agencies.

FAMILY NEEDS

;(\.
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supported when they are empowered to
choose the direction their life will take.

Services are individualized and directed by
each person according to their own
interests, passions, and dreams.

AdaptAbilities has a vision of building
capacity to increase independence and
reduce supports. This includes but is not
limited to getting a job, volunteering,
preparing meals, doing laundry, staying
home alone, etc. Our goal is to work
ourselves out of a job.

cause injury beyond First Aid and
property damage

0 Involvement in the justice system
and/or substance abuse

0 Participants requiring a 2-person lift
(mechanical lifts mandatory for
eligibility)

0 Participants requiring a change
table for personal care

0 Participants who require restraints
during transportation

0 Host family respite services/24
hour in home respite

0 Participants under the age of 3
years cannot access group respite
programs (i.e. HIA, Centre Respite)

AdaptAbilities recognizes the right of the
individual or their planning support to
choose a service provider they believe will
meet their needs.

PARENT HANDBOOK | APRIL 2026 | 8



AdaptAbilities supports and understands
the needs for individualized services for
families and their children, as each child is

unique. If there is a current gap in the
system, or an unmet service need, please
contact our office at 780-431-8446.

FAMILY CODE OF CONDUCT

It is essential that every parent/guardian and

visitor of AdaptAbilities is responsible for
contributing to a safe environment for our
participants, employees, other
parents/guardians, and visitors.

Families and individuals accessing services
must adhere to the following code of
conduct;

0 Treat AdaptAbilities team members
with respect and dignity

0 Use polite and courteous language

0 Refrain from any form of
discrimination, harassment,
bullying, or abuse whether verbal,
physical, cyber, or emotional

0 Refrain from actions that put the
participants, employees, or guests
at risk of harm

0 Maintain open, honest, and
respectful communication

0 Be actively engaged in your child’s
care

0 Provide accurate, up-to-date
information about your child’s
needs

0 Comply with AdaptAbilities policies
and government requirements for
service delivery

0 Notify the organization promptly of
any safety risks, concerns, or issues

0 Avoid alcohol, drugs, or impairing
substances when engaging with
team members

0 Refrain from private or public
slander or criticism which is
deemed by AdaptAbilities as
malicious or damaging to
employees, other
parents/guardians, to other
individual

0 Refrain from sharing AdaptAbilities
policies or other sensitive
information on social media or
other online mediums

0 Be punctual with scheduled respite
services; respect the time and
commitments of our team members

0 Provide constructive feedback to
help improve the quality of services

0 Report any grievances or
complaints in accordance with
AdaptAbilities procedures

0 Respect and properly care for
AdaptAbilities’ property

A breach of AdaptAbilities Family Code of
Conduct may result in suspension or
termination of serves and/or legal action.
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INTAKE AND INQUIRY

Inquiry

The first step to access services is to
complete an Inquiry online at
https://adaptfamily.ca/inquiry. The
purpose of the Inqui8ry is to determine if
AdaptAbilities can meet the needs of the
individual seeking services, prior to
booking an Intake meeting. The form and
the Inquiry call take approximately 10-20
minutes.

Families remain at the Inquiry step until a
spot in their desired program is available
or if a suitable candidate is matched with

Intake

A formal Intake meeting will take place
with the Family Intake Coordinator once a
spot in a program is confirmed and all
required forms outlined below are
completed.

The individual seeking services must be
present at the Intake meeting. During the
meeting, the Family Intake Coordinator will
discuss with the individual and their family
the support needs and the qualities they
are seeking in a Community Specialist
and/or program.

The Family Intake Coordinator may deem
the participant requires increased funding
depending on the information provided.
The family must request and obtain pre-
approval for an increase in funding from
their caseworker to proceed with services.

An individual has successfully hired
AdaptAbilities when the following has been
completed or received:

0 Intake meeting

0 Participant Profile on Family Portal
complete

Program Registration form
Intake Fee ($50) paid at Intake
Individual Service Agreement
Funding confirmed (FSCD, PDD,
etc.)

0 Consent Forms

O O O O

the family for In Home services. See
Waitlist for more information.

After the Inquiry is complete, access to our
Family Portal is granted and an Intake
package tis sent for the family for
completion.

All requested information must be
completed prior to an Intake meeting.

All families completing an Inquiry are
added to the AdaptAbilities Family
Newsletter. Families can unsubscribe at
any time.

0 Pre-Authorized Payment (PAD)

0 Guardianship Order and Trustee
Information (if applicable)

Once recruitment requirements are met,
services can commence.

Individual Service Agreement

Individuals or parents/guardians are
required to sign an Individual Service
Agreement (ISA) contract which remains
binding until services are terminated.

Either party must provide at least one
month of written notice when terminating
services.

Approved Safe Worksite

Families seeking In Home Supports will
have their Intake meeting at their home
when possible.

A Hazard Assessment is conducted to
ensure the home is a safe work
environment for our employees.

Services may not commence until any
deficiencies are addressed (i.e. smoke
alarms, first aid kit, etc.)

Remote Support Program

Individuals seeking to participate in the
Remote Support Program may have their
Intake meeting virtually.
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ADDITIONAL CARE

G-Tube/Medical Conditions

Parents/guardians must complete G-Tube
information on Family Portal for
participants who require G-Tube feeding
during programming hours. Other medical
conditions will be considered on a case-by-

Mobility Aids/Accessibility

Parents/guardians are responsible for
providing all equipment needed to support
the participant’s participation in the program
(i.e. wheelchair, AFOs, glasses, hearing aids,
etc.).

Parents/guardians must ensure employees
receive appropriate training or instruction on
the safe and proper use of all equipment.

Lifts and Transfers

AdaptAbilities is committed to ensuring a
safe work environment for all employees as
per our Occupational Health and Safety
policies.

AdaptAbilities does not permit manual lifts
and transfers for participants of more than
50 lbs.

The use of lifts and transfers in home is
permitted once authorized by a Manager.

Seizure Protocol

Parents/guardians inform AdaptAbilities of
the participant’s seizures including type,
frequency, duration, and response protocol
during Intake.

A Seizure Response Protocol must be
provided by the family or the individual’s
physician which includes when and what to

Sibling Care

AdaptAbilities may provide sibling care in
both In Home and Centre programs. A
sibling is defined as another child in the

MEANINGFUL DISABILITY PROGRAMS

case basis. Training for G-Tube
administration and other medical
conditions is to be provided by the
parent/guardian.

All equipment must be in good working
condition and safe for use. If required
equipment is missing, unsafe, or does not
adequately meet the participant’s needs,
AdaptAbilities may restrict or suspend
participation in the program to ensure the
safety of the participant and others.

The following is required:

0 Proper mechanical lift device is
required where applicable

0 Training provided by
parent/guardian and/or
professional

0 Training completed by the
employee

do, post-seizure care (including any
medication administration required), and
any special instructions.

Occurrences of seizures are documented
on Seizure Observation Log unless
otherwise requested by the
parent/guardian.

same family that does not have a disability
and is ineligible for government funding.
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Information about the sibling is required
prior to participating, and a profile must be
completed.

Siblings join existing program ratios and
therefore an assessment is required to
ensure supervision levels are adequate for
the safety of all.

{ )
‘i
ADAPT
Sibling care must be booked at the same

time as the funded individual. Siblings have
their own profile and billing invoice.

Siblings must be over the age of 3 to
access centre-based programs.

Sibling rates may not be used for funded
individuals.

FUNDING CONFIRMATION

Child (3-17 years old)

Funding Contracts are negotiated between
the parent/guardian and FSCD.
Information in these contracts is
confidential and only shared with
AdaptAbilities when permission from the
parent/guardian is granted.

AdaptAbilities plans for services within
approved hours, rates, and types of
service. AdaptAbilities can support families
in requesting new or additional services.

It is the responsibility of the
parent/guardian to provide a copy of the
funding contract to confirm funding and
commence services.

The contract states how the service is to
be billed (respite, community aid, camp,
etc.), the rate, and what portion (if any) is

Adult (18+ years old)

For participants receiving services who are
aging into adulthood, the family is required
to contact Persons with Developmental
Disabilities (PDD) to request services and
seek funding.

This is a lengthy process and requires
collaboration between AdaptAbilities, PDD,
and the family.

PDD Contract

Families may choose to contract
AdaptAbilities for services through PDD.

Acquisition of contracted services follows
PDD’s Expression of Interest (EOI) process
unless the individual is actively
participating in AdaptAbilities services.

The process of contract acquisition for an
active participant begins one year before
turning 18.

expected to be paid by the
parent/guardian.

Families are required to renew their
contracts and provide a copy to
AdaptAbilities prior to expiration.

Due to delays in contract renewals,
services without funding confirmation can
be provided with the acknowledgement
that all costs will be parent responsibility.

Other Agencies

Funding confirmation may also be
provided from different agencies and
organizations.

Confirmation must be received in writing
outlining timelines and approved rates.

AdaptAbilities must receive an Outcome
Plan and pre-approval service request from
PDD in order to initiate PDD funded
services.

The family and adult individuals are
required to contribute information to and
Individual Service Request (ISR). The ISR is
required to request contracted services
and includes information such as support
level and amount of hours.

Family Managed Services (FMS)

Families may choose the FMS route, which
provides funds directly to an individual,
allowing the family freedom to choose any
organization for service provision.

With FMS funds, families will be required to
pay for services and be reimbursed
through a government agency.
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Billing rates for FMS can be found in the
Billing Rates Chart.

PROGRAM GOALS

AdaptAbilities identifies four primary goals
for all programs:

1. People are supported to feel safe in a
caring environment.

X

ADAPT
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2. People experience purposeful support
to achieve meaningful days.

3. People are a part of a community and
build relationships.

4. Families are positively impacted.

HOURS OF OPERATION

We are proud to offer a variety of group-
based programs and services across
Edmonton and surrounding areas.

Locations and hours or operation can be
viewed on our Hours of Operation Chart.

CENTRE-BASED GROUP PROGRAMS

Centre-based, year-round programs
provide families with respite care
whenever they need it, including PD Days,
after school, evenings, or weekends.

Our centre-based programs support the
needs of participants, providing
opportunities for fun, inclusiveness, and
independence.

Participants engage with community and
make friendships by participating in these
thoughtfully designed and goal-oriented
programs.

Registration timelines differ by program
and are outlined below. Registrations are
accepted past closing dates, but services
are subject to available staffing and
program capacity.

Centre-based programming follows the
School Board calendar for the district they
are within. Accommodations may be made
for families in alternate school systems (i.e.
Catholic).

These programs are designed for
participants who can succeed in a group
setting.

AdaptAbilities is aware of the high interest
in centre-based programming, however,
participant and employee safety are top
priority.

AdaptAbilities is currently seeking
alternate programming options as well as
specialized recruitment for individuals who
require a higher level of support to ensure
successful experiences within our
programming.

BLOCK PROGRAMMING

AdaptAbilities offers consistent and
reliable respite within our centres. These
programs are offered in blocks of
commitment throughout the year. Each
block has a limited number of spots for

participants. A block of commitment
includes the program fee and billable hours
to a funder (if applicable).
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When registering for a program,
parents/guardians must ensure sufficient
funding is available to cover an entire
block. Costs unpaid by a funder become
parent responsibility.

Registration in a program reserves a
staffed space for the full program session.
Fees or approved funding hours are billed
for the reserved dates regardless of
attendance. Missed dates are not refunded
nor rescheduled.

When a participant registers in a program
funded through FSCD hours, those hours

Community Connect (CC)

Community Connect provides adults ages
20+ individualized, person-centred
programming, focused on personal
strengths, interests, and desires.

People build confidence and connection
with community through meaningful and
purposeful activities, volunteerism, and
employment opportunities.

Hearts In Action Camps (HIA)

HIA camps provide programming year-
round and during summer months for
children 3+ and adults.

Programming provides fun and meaningful
activities that support the growth of real
relationships and belonging.

Year-Round

HIA year-round camps include August
Respite, Winter Break and Spring Break.

Confirmation of a spot is provided up to
two weeks in advance of the program due
to employee availability.

Registration opens for year-round camps
in May and closes two weeks prior to the
camp.

Summer

HIA summer camps run in July and August.

HIA offers three streams of camp:

1. Inclusion Camp
2. Community Access

[ )
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are committed to the full program session.
Staffing and program resources are
scheduled based on registration. As such,
hours are billed for the reserved dates

even if the participant does not attend.

Program spots are limited. Registration for
a session reserves that spot for the
participant and prevents another family
from accessing the spot.

Regular attendance is expected in order to
maintain program participation. Repeated
absences may result in the participant
losing a reserved space in future sessions.

Participants are required to have a Leisure
Access Pass (Edmonton) or equivalent to
access recreational facilities.

Registration for Community Connect is
open year-round and is not required
annually. Once in the pro9gram, a
participant’s access is ongoing unless a
parent/guardian withdraws.

3. Specialized Camp

Inclusion Camps take place in a summer
camp of the participant’s choice, in their
own community, where AdaptAbilities

provides Community Specialist support.

Community Access Camps are the main
feature where camp offers thematic weeks
infused with meaningful community access
opportunities.

Specialized Camps are designed for
participants who have higher needs. A
welcoming environment with highly
qualified team members are ready to
create the best summer experience
possible for participants.

HIA Summer Camps registration opens
early Spring and is communicated to all
families through our usual platforms
including email, social media, and our
website. Registration closes June 15th.

Participants currently in programming or
are returning to HIA Summer Camps are
given an advanced registration period.
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Out of School Care (OS) and High School Transition (HST)

The Out of School Care program is
designed for children ages 12 to 17, who
require a little extra support after school
and are no longer able to access daycare.

Children under the age of 12 are accepted
on an individual basis.

High School Transition supports individuals
18+ who are continuing their high school
education. Participants will begin to
explore impendence through experiential
learning opportunities.

Participants with work-related care funding
are eligible for Out of School Care/High
School Transition and Non-School Day
programming.

Centre Respite

Our enhanced respite centres provide
individuals aged 3+ with high-quality care
in a safe, supportive, and fun environment,
while parents/guardians run errands, take
an essential break, or enjoy coffee with a
friend.

The current program runs on weekends
and is referred to as Weekend Respite.

Social Nights

Social Nights provide youth and adults
with the opportunity to hang out with
friends, meet new people, increase
independence, and connect with
community in a supportive social setting.

The program runs on Thursday and Friday
evenings and is offered for three age
categories (pre-teens, teens, and adults).

Each session runs for 10 evenings currently
on Thursday and Friday evenings.

BeYou

In partnership with the City of Edmonton,
AdaptAbilities’ group respite programs are
available in community recreation centres.

These programs provide youth with a high
level of independence to socialize, increase
independence and have fun.

Non-School Days

Non-School Days (i.e. PD Days, days in lieu,
Exam Weeks, Teacher’s Convention, etc.)
are included with OS/HST registration.

Participants who attend OS/HST receive
priority registration for Hearts In Action
Camps (Winter, Spring, Summer Breaks).

Participants with work-related care funding
may register for Non-School Days.

Registration for these programs opens in
May and close on August 15th.

Weekend Respite is offered in the summer
months with a smaller block. See Program
Blocks.

Registration opens in August for the entire
year and is communicated through email,
social media, and our website.

Registration for these programs closes 14
days before the start of each session.

Social Nights are not offered during
summer months.

Registration opens in August for the
upcoming year and is communicated to
families through our platforms including
email, social media, and our website.

Registration for these programs closes 14
days before the start of each session.

The current program runs on Thursday and
Friday evenings, and Saturdays and is
offered for pre-teen, teens, and adults.

These days are subject to change based on
the availability of space in each Rec
Centre.
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BeYou is not offered during the summer
months.

IN HOME SUPPORT

X
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MEANINGFUL DISABILITY PROGRAMS

Participants are required to purchase a
pass or membership to access recreational
facilities.

NOTICE: AdaptAbilities is currently undergoing a reimagining of our In Home Support

program.

Families who currently receive In Home Support will not have their services interrupted.
AdaptAbilities will continue to seek adults who require In Home services through PDD.
Children’s In Home services will not be offered at this time.

Families with children who connect with AdaptAbilities for In Home Supports will be

referred to a trusted agency,

In Home supyport is accessible for
participants ages 3 and older.

Services offer flexible hours to meet the
needs of families and individuals.

In Home services match an employee to an
individual with shared interests to focus on
connecting to the community, exploring
volunteer and employment opportunities,
and working toward individualized goals.

Matching of employees to a family is based
on request for care needs including time of
day, day of week, employee availability
and skill set.

Individuals with medical or behavioural
needs requiring 1:1 funding will be
recommended for In Home services.

The benefits of In Home services include
familiarity within one’s own community
and building relationships that can be
fostered outside of service hours.

Maintaining a Placement

Parents/guardians are recommended to
use the following suggestions to improve
the longevity and success of a placement:

0 Ensure Community Specialist (CS)
feels comfortable, respected, and
valued

AdaptAbilities does not provide an
emergency response respite. We
recommend regular scheduled hours per
week with flexibility to change shifts based
on availability of the Community Specialist.

Our team relies on consistent hours each
week. Consistency is a great retention
strategy that benefits both the family and
our team.

A Hazard Assessment is conducted at the
onset of services to ensure a safe worksite
for our employees. Every home must be
equipped with a First Aid Kit. Ensuring the
First Aid Kit is stocked with supplies is the
responsibility of the parent/guardian.

Registration for In Home is not required
every year. Once in the program, a
participant’s access is ongoing unless a
parent/guardian provides notice.

AdaptAbilities does not provide overnight
or 24 hour services.

0 Book shifts in advance, ensure next
shift is confirmed before CS leaves

0 Provide 24 hours’ notice to cancel a
shift so the CS can make other
plans
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0 Make up cancelled shifts as the CS
relies on a set number of hours per
month

0 Know our cancellation policy and
commit to a 3 hour minimum billing
if you cancel a shift with less than
24 hours’ notice (FSCD/FMS/Parent
Responsibility)

0 Understand that a CS has
committed to a set schedule and

REMOTE SUPPORT

The Remote Support Program is designed
for those 18 years and older to create
community. Participants across Alberta can
connect in a safe online environment that is
available at any time.

Online activities are offered to promote
socialization and development of life-skills

VISITORS

AdaptAbilities welcomes visitors to our
centre locations to showcase our
programs. Visitors include funder, guests,
contractors, participants not in the
program, and family members.

Tours can also be provided prior to or
during the Intake process for new families.
Visitors must book visits or tours with the
Program Supervisor who oversees the site.

COMMUNICATION

Parents/guardians wishing to reach out to
AdaptAbilities can call our main line at
780-431-8446 during regular business
hours. Office hours are 8:30 AM to 4:00
PM Monday to Friday.

Responses will be provided during regular
business hours and within 2 business days.

Parents/guardians are encouraged to
connect with Team Leads as the primary
contact. Contact information is provided
upon registration.

may not have the flexibility to
accommodate changes to the
schedule (i.e. non-school days)

0 Provide a budget for recreational
activities including the cost of the
CS

0 Provide strategies that promote a
successful experience for your child

including cooking classes, yoga, and a
gaming night.

The Remote Support Program operates as a
monthly subscription and is available
throughout the year.

Visitors must fill out the sign in/sign out
tracking sheet upon entering a centre. For
safety and to minimize the impact on
programming, impromptu visitors are not
permitted to enter the facility.

General inquiries made by community
members at our centres are redirected to
contact our Support Office.

Communication is preferred during office
hours, however we understand it is not
always possible. Our team will attempt to
be as flexible as possible to meet your
needs.

It is recommended parents/guardians
arrive 5 to 10 minutes prior to end of shift
to allow our team members to
communicate the events of their loved
one’s day (if applicable).

PROGRAM EVALUATION

PARENT HANDBOOK | APRIL 2026 | 17



Parents/guardians are strongly
encouraged to participate in Program
Evaluations.

Program Evaluations allow AdaptAbilities
to improve the quality of our programs
and services.

IMPORTANT DATES

AdaptAbilities releases an “Important
Dates” document annually in May for the
upcoming school calendar year. This
document contains information on

FAMILY PORTAL

The Family Portal is an online website for
families to access their family member’s
information, update required documents
easily and keep track of their services.

Features include:

0 Verify hours provided via electronic
sighature/approve monthly FSCD
invoices

0 View FMS/Parent Responsibility
invoices

0 Update Participant Profile and sign
Consent Forms

Annual Consents

AdaptAbilities programming cycle is
September 1st to August 31st. Consent
Forms are required annually prior to
September of each year.

Consent include:

0 Medication Release
0 Release of Information
0 Assumption of Risk

These consents expire annually on August
3lst. These forms are renewed and made
available annually on May 1st. Families are
able to sign these consents via the family
portal.
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Parent/guardians will receive Program
Evaluations at the end of the program
session or at set intervals throughout the

year.

registration openings and deadlines, centre
closures, and holiday closures.

The document is available for download at:
www.adaptabilities.ca/parent-resources

0 Upload current photo of
participant/update photo
disclosure

Sign Medication Release Forms

0 View programs you are registered
for with details on date, time, and
location

0 Review and sign Incident Reports
0 More to come!

Participants accessing services through
PDD funding are not required to use the
invoicing function.

Photo Disclosure Consent does not expire
and can be changed from the Participant
Profile at any time.

Participation in Fall programs will not be
confirmed until all required documents are
completed.

Medication Release Forms must be
updated whenever there is a dosage
change, discontinuation, or the start of a
new medication that is prescribed to be
administered while the person is attending
programming. See Medication for more
information.

Families who have not signed Consent
Forms for the upcoming year will receive
targeted communication at 90, 60, and 30
days prior to expiration.
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Participant Profile

Participant information is gathered at
Intake and compiled in the Participant
Profile (i.e. how to support me, family
contact information, etc.)

Parents/guardians can access their
participant’s information at any time

WAITLIST

AdaptAbilities makes every effort to
accommodate requests for programming.

Families who complete an Inquiry and
indicate a desired program are added to
an Inquiry Waitlist. Once a spot in a
desired program becomes available, an
Intake will be completed followed by
registration.

Families who register for a program with
no capacity will be notified and have their
request added to the program’s waitlist.

To maintain the highest quality of
programming, there is a registration
capacity for each program dependent on

In Home

Parents/guardians are required to
complete a Request for Care.

A Request for Care collects information
such as schedule of supports required, and
considerations in the home (l.e. pets),
and/or desired activities.

The program is not structured on a first
come, first serve basis but rather the best
match for a family and the employee.

The Request for Care provided by the
family is used to find the most suitable
match.

Considerations include, but are not limited
to:

Unresponsive Family

Families are contacted when a suitable
candidate is found for In Home services or if
a space is available within our centres.

MEANINGFUL DISABILITY PROGRAMS

through the Family Portal to make changes
as needed.

It is important to have the most current
information so that our team members can
best support them.

availability, qualified team members, and
space.

Families may register for another session
or wait until they are contacted once a
spot becomes available.

This waitlist is cleared annually upon open
registration for the upcoming year.
Families are expected to register for their
desired programs again when they become
available for the upcoming year.

To avoid being placed on a waitlist, we
recommend families register early.

Needs of family
Skill set of employee candidate
Location

Interests of both participant and
employee candidate

O O O O

Parent/guardians whose services are
interrupted due to an employee
resignation, termination, or long-term
illness will automatically be placed on the
Request for Care and set as a priority.

AdaptAbilities does not guarantee short-
term services while an employee candidate
search is in progress.

The family must accept or deny the
candidate/spot within 5 business days
otherwise the potential candidate/spot will
be allocated to another family.
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The unresponsive family ius removed from
the Waitlist and/or Request for Care until

REGISTRATION

A Family Portal Account is created during
the Intake process and is to used to apply
for programs.

Families who have used services in the
past but do not have a Family Portal
Account are asked to contact us for
Account Creation.

Applications are accepted throughout the
year. Participants may apply to attend
mid-session if space is available.

For participants to apply, the following
conditions must be met via the Family
Portal:

0 Consent Form up-to-date

0 Pre-Authorized Payment method
on file

0 Up-to-date photo of participant

0 Up-to-date Participant Profile

The Intake Fee and Program Fees support
operations (i.e. maintenance, activities,
data management, etc.).

Monthly invoices, hourly billing, and cost
shares (typically involves government
agencies) support employee wages.

;(\.
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they complete another request via the
Family Portal.

0 Funding Contract/Source
confirmed

Applications are reviewed and approved
once all requirements are met, including
sufficient staffing and spots available.

Program Fees are requested upon
approval of registration. Parents/guardians
are given 7 days to complete the payment
and confirm their spot.

The registration will lapse after 7 days and
the spot in queue will be lost.
Parents/guardians may reapply through
the Family Portal.

For recurring programs such as Out of
School Care/High School Transition and
Community Connect, payment for the first
month of the program is requested upon
approval and will be applied once the
program begins.

AdaptAbilities provides third party billing
on behalf of parents/guardians to their
respective funder to eliminate out of
pocket expenses and effort.

INTAKE/MEMBERSHIP FEES

All new participants of AdaptAbilities are
asked to pay a one-time $50
nonrefundable membership fee.

This fee helps cover the time involved in
the Intake process (i.e. information

gathering and file set up) and once paid,
parents/guardians are considered
members of AdaptAbilities and are
encouraged to attend our Annual General
Meeting as voting members.
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BILLING COMMITMENTS

AdaptAbilities’ programs have minimum
booking times and sessional commitments
as outlined in Program Blocks. Our team
members commit to sessions, and we ask
families to do the same.

Statutory Holidays

As per Alberta Employment Standards, all
programs whose regularly scheduled hours
fall on a Statutory Holiday, will be billed.
Statutory Holiday hours will be listed on
each invoice billed to funders.

INVOICING

FSCD

AdaptAbilities has a fee for service
agreement with FSCD to deliver respite
services for children under the age of 18.

A copy of the FSCD contract or
addendums must be provided to receive
services. Email confirmation from the
caseworkers are also accepted.

Parents/guardians are encouraged to
know and understand their funding
contracts. Families are assessed by FSCD
and categorized as either Child Focused
Supports (CFS) or Family Focused
Supports (FSS). Eligibility for certain
programs is affected by the categorization,
however, parents/guardians are
encouraged to advocate to use their
funding as they wish with their caseworker.

Learn more about CFS and FSS supports:
Child Focused Supports

Family Focused Supports

Parents/guardians must keep track of their
hour utilization to prevent paying out of
pocket to cover exhausted contracts.

Amounts not paid by FSCD become parent
responsibility.

For In Home, AdaptAbilities requires a
three-hour billing minimum per day.

Programs with regularly scheduled hours
include Out of School Care, Community
Connect, and In Home.

FSCD invoices are digitally approved
through the Family Portal and submitted
directly to FSCD for third party billing.

Invoices must be signed by
parent/guardian within 48 hours of receipt.

Signing an invoice certifying hours of
services received is a requirement of FSCD.

A parent/guardian can reject an invoice if
it contains an error. All rejected invoices
will be reviewed and resent within 2
business days, and the family has an
additional 48 hours to approve.

Invoices not signed within 48 hours will
become parent responsibility and payment
must be made within 30 business days
from the date of the invoice.

Unsigned/unpaid invoices over 30 days are
reported to the funding agency (if
applicable). The unpaid invoice will
become parent responsibility and
submitted to a collections agency.

Parents/guardians with technology
barriers can request assistance at Support
Office, a centre, or contact their Program
Supervisor.

Parent Responsibilities/Family Managed Services

AdaptAbilities accepts payment of services

directly from parents/guardians by pre-

authorized debit, credit card, or cash/debit
at our Support Office.
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Adults can access services using Family
Managed Services (FMS) contracts with
PDD. This is treated as Parent
Responsibility. Families will need to
request reimbursement of costs through
government designated agencies.

Other Agencies

Funding confirmation of our billing rates
must be received in writing to proceed
with services.

PDD

AdaptAbilities is contracted by PDD to
deliver services to adults with disabilities.
Billing occurs automatically on a monthly
basis for service delivery.

Once pre-approval has been received from
PDD, employee recruitment begins and
services can commence on date indicated
on the Referral (contract).

Returned Invoices

Funding agencies may return partially
unpaid invoices to AdaptAbilities. Reasons
may include expired contract, addendum
not signed, hours exhausted, etc.

Parents/guardians are responsible for
rectifying addendum issues and unpaid
funder invoices.

Outstanding Fees

A reminder of payment will be provided
after 15 days of non-payment.

AdaptAbilities reserves the right to refuse
service if invoices are outstanding for more
that 30 days.

This includes both funding agency
responsibilities, parent/guardian cost
shares, and program fees.

Payment Plan

AdaptAbilities offers the option for
payment plans for overdue fees (i.e.
exhausted funding, property damage, etc.).

MEANINGFUL DISABILITY PROGRAMS

A copy of the monthly invoice is provided
at the end of each month.

Parent Responsibility or Family Managed
Services are billed via pre-paid authorized
payment (PAD); varying from the
beginning or end of month depending on
the program.

Other funders who pay directly for services
will be sent an invoice at the end of the
month and are required to pay within 30
days.

In urgent cases, AdaptAbilities may offer
support through a bursary fund during the
waiting period of a Referral to avoid an
interruption of services or due to funding
shortfalls.

PDD funded services are not structured as
fee-for-service. Hours of service must fall
within contracted monthly hours with no
carry-over,

Invoices not paid by the respective funding
agency are the responsibility of the
parents/guardians and must be paid within
30 days of receipt of unpaid invoice.

Outstanding balances will be charged after
30 days of non-payment through Pre-
Authorized Payment (PAD) to cover
unpaid invoices.

After 30 days of non-payment, services
will be discontinued, support will be
reallocated, and the outstanding balance
will be sent to a collection agency.

Payment plans and/or bursary may be
made available for families experiencing
financial hardship.

Payment plans may be offered should a
family require one in rare circumstances
and must be approved by Management.
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Payment plans are monthly payments
through pre-authorized debit/credit
charged on the first of each month.
Monthly contributions must be minimally
ensure the entire balance is cleared within
6 months.

BILLING RATES

Billing rates cover staffing costs. Rates are
billed based on the level of support
required and are determined by the
funding agency and/or AdaptAbilities.

The billing rates also apply to any parent
responsibility costs and those who access

Sign In/Sign Out

AdaptAbilities Database Sign In/Sign Out
function keeps track of participant’s arrival
and departure times for billing accuracy
and verification of hours attended. It is also
used as a safety precaution to ensure all
participants are always accounted for.
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Payment plan abandonment will result in

the outstanding balance being sent to a
collection agency.

services through Family Managed Services
(FMS) funds.

Important: Billing rates do not include
Program Fees. Refer to Program Fees for
more information.

AdaptAbilities bills in 15 minute increments
and allows a five-minute grace period.
Early drop offs and late pickups will be
billed accordingly.

Rates for FMS/Parent Responsibilities

FMS/Parent Responsibility rates are outlined
in Billing Rates policies remain the same as
funded services for each program. See
Program Blocks.

Cost Shares

Cost Shares are billable hours not covered
by the funder. Cost Shares are commonly in
place when a family seeks work-related care
for their child who is 12 years of age or
under.

FSCD sets standards of parent portions
and requires this cost share amount to be

Unfunded Services

AdaptAbilities prides itself on having a
wide range of supporters. Fundraising
efforts and donors allow for AdaptAbilities
to offer reduced billing rates to access our

Additional In Home Fees

AdaptAbilities understands the difficulties in
acquiring government funding and strives to
make programming accessible.

Programs may be offered at a reduced
cost when possible.

deducted and paid upon invoice
submission.

Participants are billed cost share amounts
via pre-authorized payment (PAD) after
the month of service has been received
and by the 15th of the following month.

services where families are either waiting
for or ineligible for funding. Refer to
Program Fees for more information.
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There is no program fee for In Home
services. However, it is strongly
recommended a monthly budget is
allocated for service delivery to enhance
programming and community access.

Expenses are tracked on a Financial
Ledger.

Non-Sufficient Funds (NSF)

Non-sufficient funds (NSF) cheques and/or
pre-authorized withdrawals will result in a
$25 service charge. After a second NSF

PROGRAM FEES

Our centres are equipped with resources
and supplies to provide high quality
programming. Program Fees cover the
facility cost (rent, maintenance, utilities),
planned monthly activities (cooking, music
therapy, field trips) and resources (board
games, arts and crafts supplies,
technology, furniture).

Program Fees also support the cost of
renting spaces therefore recurring
program fees (i.e. CC, OS, HST) are
charged during absences and/or vacations.
Recurring charges will cease upon 30 days
notice of program termination.

Program Fees can be adjusted at the
discretion of management (i.e. joining mid-
session or part-time).

BURSARY FUND

AdaptAbilities believes financial
circumstances should not be a barrier from
attending our programs and therefore
maintains a bursary fund through
fundraising efforts.

Families and individuals are required to
complete an application 30 days prior to
the program start date. The application will
be reviewed within 7 business days.

Bursaries are approved based on a number
of criteria including, but not limited to,
demonstration of a family need, total
bursary dollars, program spots, and
approved government funding.
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The family is responsible for supplies and
recreation costs. Cost Shares may also be

applied by the funder for work-related
care.

For Level 1 FSCD funded participants,
there is an AdaptAbilities’ cost share of
$5.60 per hour.

charge occurs, AdaptAbilities will no
longer accept the method of payment.

After a registration is approved, payment
for the program is requested. Families are
provided 7 days to pay. After 7 days, the
registration expires and the
parent/guardian is required to reapply.

For recurring programs such as OS/HST
and Community Connect, payment is
requested for the first month of the
program upon registration approval. The
fee is applied upon commencement of the
program and subsegquent months are
processed online via PAD monthly.

Payments are not accepted at any of our
centre locations and not made directly to
an employee.

View Program Fees for more information.

Approved bursary funds will not be made
available until the family contribution has
been paid.

In order to help as many families as
possible, AdaptAbilities asks each family
to:

0 Contribute as much as they can
afford toward the program(s) fees

0 Understand bursary awards are
only valid from date of approval to
AdaptAbilities fiscal year-end
(March 31st)

Bursary recipients are encouraged to
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