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PURPOSE

The purpose of this directive is to informyou of the provisions of
Departnment regulations 18 NYCRR Part 408 and the anendnents to
Depart nment regul ati ons Sections 352.8 and 311.4(b). These provisions
are authorized by Article 6-A of the Social Services Law (SSL) and
Chapter 53 of the Laws of 1991 and 1992 (the A d to Localities
Budget s) , pertaining to establishing per diem rates and socia
services district payment responsibility for persons in |icensed
residential prograns for victinms of domestic violence.

Social services districts are required to offer and provide to
victinms of donestic violence, energency shelter and services at a
licensed residential programfor victins of donestic violence, when
such residential programis necessary and avail abl e. This directive
also clarifies social services district paynent responsibility for
persons in residential donestic violence prograns |ocated in another
social services district. The directive explains the relationship
between social services districts and residential prograns for
victinmse of domestic violence for determning a person's progranmatic
eligibility and length of stay, and explains the nethodology for
est abl i shing per diem rates for donestic violence residentia
prograns.

BACKGROUND

Prior to Chapter 838 of the Laws of 1987, some social services
districts referred donestic violence victins to prograns providing
speci al i zed enmergency shelter and services to victinse of donestic
vi ol ence. A negotiated room and board all owance was often paid to
the residential program based upon a victimis eligibility for public
assi stance (PA). However, the rate varied by district and often was
not paid if the victimwent out of county to a program Persons in
shelters for brief periods of time were often unable to initiate and
conplete the public assistance eligibility determ nation process.
The enactnent of Chapter 838 was the first nmajor effort to respond to
the need to increase the availability of energency shelter and
services to victinse of donmestic violence and inprove the fisca
viability of domestic violence prograns. Chapter 53 of the Laws of
1991 and 1992 furthered this goal.

Wth the enactnent of Chapter 838, Subdivision 32 of Section 2 and
Subdi vi si on 22 of Section 371 of the SSL relating to the definition
of a Special Care Home were repeal ed, and a new Article 6-A was added
establishing definitions for a victim of donestic violence and
residential programfor victins of domestic violence. Section 459-a
requires the Departnent to approve residential prograns for victins
of donestic violence and assune supervisory responsibilities over
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such residential prograns. The inplenenting regulations becane
effective on February 20, 1989 and establish the program standards
for donmestic violence residential prograns. The regul ati ons consi st
of the following four Parts: Part 452 (Ceneral Provisions for

Residential Progranms for Victimse of Donestic Violence including
licensing application procedures), Part 453 (Standards for Donestic
Violence Shelters and Prograns), Part 454 (Standards for Safe Hone
Net wor ks and Saf e Hones), and Part 455 (Standards for Donestic
Vi ol ence Sponsoring Agencies and Safe Dwellings). The per diemrates
for donestic violence residential prograns are based upon these
pr ogr am st andar ds.

Addi tionally, Chapter 838 added Section 131 of the SSL by the

addition of a new Section 131(u) of the SSL. Section 131(u) (1)
nmandates social services districts to refer a victimof donmestic
violence who is eligible for public assistance to a |icensed

residential programfor victins of domestic violence, to the extent
such residential program is considered necessary and available.
Finally, Chapter 838 amended Section 62(5) by the addition of a new
par agraph (f) which requires the social services district in which
the donestic violence victimis residing at the tinme of the donestic
violence incident to be responsible for the cost of tenporary
shelter, energency services and care provided to a donestic viol ence
victimand any mnor children by a residential donestic violence
program | ocated i n another social services district.

The inplenenting regulations, Part 408, becane effective June 5,
1991, and establish standards for determining when a residentia
program for victins of domestic violence is considered available, a

person's progranmatic and financial eligibility, and a victinms
length of stay at a residential programfor victins of donmestic
vi ol ence. The regul ations also contain standards for the per diem

rate nethodology and establishnment and approval of per diemrates.
In addition, the regulations establish contract requirenments for
soci al services districts. The amendnents to Departnent regul ations,
Parts 311 and 352 were pronul gated on April 29, 1991 to clarify |oca
district responsibility in cross county situations and paynent for
persons in residential prograns for victins of donestic violence.

Section 131(u)(2) had required social services districts to establish
a per diem rate of reinbursenent for |icensed residential prograns
for victins of donestic violence. However, wth the enactment of
Chapter 53 of the Laws of 1991 and succeeding Aid to Localities
Budgets, the Departnent, rather than social services districts, was
given authority to establish these per diemrates with such rates
subj ect to approval by the State Division of the Budget and economc
lines. Chapter 53 of the Laws of 1991 expanded social services
districts' responsibility for offering and providing shelter and
services to victins of donestic violence regardless of the victins
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eligibility for public assistance. Additionally, these provisions
ensured that the reinbursement to donestic violence residentia
programs is reasonable. The provisions of Chapter 53 relating to
residential donestic violence services becane effective January 1
1992, and include the follow ng additional requirenments regarding
| ocal district responsibility rel ated to donestic vi ol ence
residential prograns: (1) nmandates that social services districts
of fer and provide enmergency shelter and services at a |icensed

donestic violence residential programto victins of donmestic violence
who are not eligible for public assistance when such residentia
programis necessary and available; (2) authorizes the Departnent to
establish rates for residential prograns for victinse of donestic
vi ol ence, with the rates being subject to approval by the State
Di vi sion of the Budget; and (3) provides, to the extent funds are
appropriated and a social services district has exhausted its Title
XX al l ocation, that 50% state rei nbursement is avail able for domestic
viol ence residential services to victims of domestic violence who are
not eligible for public assistance. Chapter 53 of the Laws of 1992
contain the same requirenents regarding residential services for
victinms of donestic violence as were set forth in Chapter 53 of the
Laws of 1991.

As a result of the new provisions authorized by Chapter 53,
anendnents to Department regul ations Part 408 were necessary. These
anendnents, which becane effective Septenber 23, 1992, require: (1)
soci al services districts to offer and provide energency shelter and
services at a donestic violence residential programto a donestic
vi ol ence victimwhether or not a person is eligible for public
assi st ance; and (2) authorizes the Departnent, rather than socia
services districts, to establish per diem rates for residentia
progranms, which are subject to approval by the Division of Budget.

PROGRAM | MPLI CATI ONS

A Resi dential Programfor Victins of Donestic Violence

Social services districts should be aware that a residentia
program for victins of donestic violence is defined in Article
6-A of the SSL and Departnent regulation, Section 452.2(e), as
any residential care program approved by the Departrment and
operated by a not-for-profit organization for the purpose of
provi di ng energency shelter, services and care to victins of

donestic vi ol ence. A residential program is considered
"approved" when the Departnent has det er mi ned t hat t he
resi denti al program is in conpliance wth Departnenta
regul ations and issues the residential program an operating
certificate. In addition to licensing residential prograns, the

Departnent is responsible for supervising such prograns for
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ongoi ng conpliance wth applicable regulations. Thi s ensures
that victims of donestic violence have available tenporary
shelter that is safe and secure and energency services to enable
them to become self-sufficient and establish violence-free
househol ds.

There are four types of residential prograns for victins of
donmestic violence that are licensed by the Departnent for
purposes of social services district referral of donestic
violence victims who are in need of energency shelter and
servi ces:

1. Donestic Violence Shelters are congregate residentia
facilities with a capacity of 10 or nore persons, including
adults and children, organized for the exclusive purpose of
providing tenporary shelter and energency services and care
to victinms of donestic violence and their minor children,
if any. Donestic violence shelters are licensed by the
Departnment in accordance wth Departnent regulations 18
NYCRR Parts 452 and 453.

2. Donestic Violence Progranms are facilities which would neet
the definition of donestic violence shelters, except that
victins of domestic violence and their minor children, if
any, constitute at least 70 percent of the <clientele of
such prograns. The remai ning 30 percent of the clientele
may only consist of persons who will not be disruptive of
the provision of services and wll not jeopardize the
safety and wel | -being of the residents. Donesti ¢ viol ence
progranms are licensed by the Departnment in accordance with
Department regul ations 18 NYCRR Parts 452 and 453.

The Departnent deternines the 70 per cent
m ni mum requi renent by cal culating the nonthly
average of bed nights utilized by victins of
donestic violence and their minor children.

3. Saf e Honme Networks are organi zed networks of private hones
offering tenporary shelter and energency services to
victins of domestic violence and their minor children, if
any. They are coordinated by a not-for-profit organization
and i censed by the Departnent in accordance wth

Departnment regul ation 18 NYCRR Parts 452 and 454.

A Safe Hone is defi ned in Depart nent

regul ati ons, Section 454.2(e), as a self-
contained private residence which is owned,
| eased, rented or otherw se under the direct

control of a single person or famly or two or
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nore unrelated persons and has been approved
by a safe hone network for the purpose of
providing tenporary shelter to victins of
donestic violence and their minor children, if
any.

4, Donestic violence sponsoring agencies are not-for-profit
organi zations offering tenporary shelter at a donestic
vi ol ence safe dwelling and energency services to victins of
donmestic violence and their mnor children, if any.
Donestic violence sponsoring agencies are |icensed by the
Departnment in accordance wth Departnent regulations 18
NYCRR Parts 452 and 455.

Donestic Violence Safe Dwelling is defined by Departnent
regul ations as a self-contained residence which is owned,
| eased, rented or otherw se under the direct control and
supervi sion of a donestic violence sponsoring agency, neets
the daily living needs of the residents; has a capacity of
ni ne or fewer persons including adults and children; is
secured as specified in Departnment regulation 18 NYCRR
Section 455.8; has been designated by the donestic viol ence
sponsoring agency to provide tenporary shelter exclusively
to victins of donestic violence; and has been approved by a
donestic vi ol ence sponsoring agency pursuant to the
standards contai ned in Departrment regul ation, 18 NYCRR Part
455,

Saf e hone networks and donestic viol ence sponsoring agencies, and not
the Departnment, are responsible for approving, supervi si ng, and
annual |y reevaluating individual safe honmes and donestic viol ence
safe dwellings to ensure that they operate in conpliance wth
Depart ment regul ati ons.

PLEASE NOTE: When a social services district has
reason to believe that a residential programis not
in conpliance with Departnment regulations, t he
di strict shoul d cont act its regional office
representative.

B. Length of Stay at Residential Programs for Victins of Donmestic
Vi ol ence

Al t hough each residential program determines its policy on
| ength of stay, the maxi mun continuous |ength of time a donmestic
violence victimnmay stay in one or nore residential prograns is
90 consecutive days.
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EXCEPTI ON: The maxi mum |length of stay may be
extended for up to an additional 45 days beyond the
90 consecutive days when a donmestic violence victim
is in need of alternative housing and the victim

the social services district and/or the residentia

program are not able to secure alternative housing
for the victim In no case nay a victimremain in
a residential for nore than a maximum of 135
consecutive days.

Alternative housing mneans a transitional service program as
defined in Departnent regulation Section 408.2(g) or permanent
housi ng that reasonably assures the victinms safety.

A transitional service program is tenporary housing for victins
of donestic viol ence which provides:

1. an independent living arrangenent in a congregate facility
or self-contained unit with a |length of stay requirenment of
nore than 90 consecutive days; and

2. housi ng assistance and other support services designed to
prepare residents for pernanent housing.

A resident of a programcontinues to be eligible to stay at the
program for the nmaxi mum period of tinme permitted by the program
provided the person is unable to secure a donestic violence
transitional services program or pernmanent housing that
reasonably assures the victinms safety.

Confidentiality

Confidentiality is crucial to ensuring the personal safety of
victinmse of donmestic violence. To safeguard confidentiality,
Section 459-h of the SSL and Department regulation Section
452.10(c) require that the street address of a residentia
program for victins of donestic violence be kept confidential.
Donestic violence residential prograns nust mmintain a business
address that is separate and distinct from the actual address
where residents are sheltered. When rel easing the address of a
resident, residential prograns nust release only the business
address of the program and not the actual street address where
the person is sheltered. Districts should be aware that a
resident of a residential program for victins of donmestic
violence nmust wuse the business mailing addr ess of t he
residential program and not the actual street address of the
shelter site when applying for and receiving public assistance,
nedi cal assistance, food stanps and/or comunity services.
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regul ati ons specify circunmstances under which socia
districts are permitted access to information

mai ntai ned by a residential program and to residents at the
facility site.

1

Social Services District Access to Information

Departnment regul ations Section 452.10(a)(4) permt socia
services districts access to information maintained by a
residential programas foll ows:

a.

When a resi dent has voluntarily given witten
aut horization for the release of such information,
soci al services districts have access to resident case
records, excluding information identifying the actua

street address where residents are being sheltered. A
social services district cannot require t hat a
resident sign such authorization as a condition for
recei ving public assistance.

For purposes of investigating a report of suspected
child abuse and naltreatnent pursuant to Title 6 of
Article 6 of the Social Services Law, social services
districts have access to resident case records,
i ncluding any identifiable information.

For purposes of reinbursing a residential program for
victime of donmestic violence for the provision of
energency shelter, services and care, social services
districts have access to:

(1) the nane of the resident for whomthe per diem
rate will be paid;

(2) the nanme of any minor child(ren) for whom a per
diemrate will be paid;

(3) the business address of the residential program
for victins of donestic violence;

(4) the date of the resident's admi ssion and
departure fromthe program

(5) other relevant information which identifies a
resident's service and safety needs and which is
necessary to ensure the provision of appropriate
services to the resident.
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Specifically "other relevant information" refers
to t he list of services identified by a
residential program as necessary to address an
i ndi vidual resident's safety and service concerns

and includes all the services identified as
needed by the resident which are provided by the
resi denti al pr ogram t he soci al services
district, and comrunity providers. The |ist of

services are docunented in the resident's service
needs assessnent(s) detailed in Section IV. C of
the Required Action Section of this ADM
Al t hough districts are permtted access to
i nformati on concerning the status of the services
identified (e.g., counseling accepted and begun),
districts are not permitted access to the entire
case record (e.g., any information relating to
the provision of services such as details of
counsel i ng sessions).

In addition, for purposes of reinbursing a residential program see
Section IV.B of the Required Action Section of this ADM

PLEASE NOTE: Departnment regul ations Section
452.10(a)(4)(i) gives social services districts
access to fiscal records and non-identifiable
informati on which is maintained by a residentia

program and the Departnment deens necessary for a
district to have to establish a per diem rate for
the residential program Because t he Departnent
rather than social services districts is now
aut horized by Chapter 53 to establish the rate for
residential prograns, the Departnent plans to anmend
the regulation relating to residential prograns for
victinms of domestic violence by del eting Depart nent
regul ati ons Section 452.10(a) (4) (i). The
statutory change has superseded the regulation

Therefore, social services districts may not access
fiscal records and non-identifiable infornmation
necessary to establish a per diem

Di scl osure

An enployee of a social services district given access to
any books, records, reports and papers relating to the
operation of a residential programor to the residents of
the program nust not divulge or nmake public such
i nformati on except:

(a) where authorized by a court order;
(b) where expressly authorized by a resident of a
residential program
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(c) to a person or entity otherwise authorized to have
access for pur poses directly rel ated to the
adm nistration of a residential program or

(d) where otherw se authorized by statute.

Unaut hori zed redisclosure of information by an enpl oyee of a socia
services district may be grounds for disciplinary action in
accordance wth appropriate collective bargaining agreenments and
appl i cable | aw and regul ation.

3. Social Services District Access to Residents at t he
Confidential Facility Site

Depart nent regul ation Section 452.10(a) pernit socia
services districts access to a resident of a donestic
shelter, donestic violence program donestic violence safe
dwel ling or safe hone at the confidential |ocation where
the resident is being sheltered only under the follow ng
ci rcunmst ances:

a. where authorized by a court order;

b. for purposes of investigating a report of child abuse
or nmaltreatnment in which the subject of a report is a
resident of a residential program for victins of
donestic violence or a safe hone provider; or

c. where authorized by the policies of the residentia
program for victins of donestic violence, and with the
concurrence of the resident.

Access will not be allowed except as permitted above even at tines
when there are no residents being sheltered at the facility site,
unl ess the policy of the residential programpermts such access.

Where the residential programpolicies do not permt access on site,
a social services district is permtted access to the residents of a
residential program at a location other than the |location of the
actual facility or safe honme if access is necessary, for exanple, to
determine a resident's length of stay at a residential program
conduct a face-to-face interview for purposes of applying for public
assi st ance, assess the service and safety needs of the resident,
and/ or assist a resident in finding appropriate alternative housing.
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Availability of a Residential Programfor Victinse of Donestic
Vi ol ence

Wen a donestic violence residential program is available,
soci al services districts have a responsibility to offer and pay
for the provision of energency shelter and services at such a
residential program for victine who are seeking energency
shelter and services as detailed in Section |IV.B of the Required
Action section of this ADM

A residential program for victinse of donmestic violence is
consi dered avail abl e under the follow ng circunstances according
to Department regul ation Section 408. 3:

l. When a person goes directly to any residential program for
victinms of donestic violence within the State regardl ess of
whether there is a contract between the social service
district and the residential program

2. When a person goes directly to any residential programfor
victinms of donestic violence |located within the State by
transportation arranged or provided by the residentia
program regardl ess of whether there is a contract between
the social services district and the residential program

3. Wen a person goes directly to a social services district
seeking tenporary shelter and there is a residentia
program | ocated within the district which has a bed or beds
avail abl e.

4, There is a residential program for victinse of donestic
violence in a contiguous social services district which has
a bed or beds avail abl e.

PLEASE NOTE: When there is no residential program
for wvictinse of donmestic violence located in a

cont i guous soci al services district, t he
residential program |ocated closest to the socia
services district will be considered available if

there is a bed or beds avail abl e.

Programmatic Eligibility

1. Definition of a Victimof Donestic Violence

Section 459-a of the SSL and Departnment regulation Section 408.2(h)
define the follow ng terms:

A victim of donestic viol ence neans any person 16 years of age
or older, any narried person or any parent acconpanied by his or
her mnor child or children in situations in which such person
or such person's child is a victim of an act which would
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constitute a violation of the Penal Law, including, but not limted to acts
constituting di sorderly conduct, har assnent , nenaci ng, reckl ess
endanger ment, ki dnapping, assault, attenpted assault, or attenpted nurder;
and
such act or acts have resulted in actual physical or enotiona
infjury or have created a substantial risk of physical or
enotional harmto such person or such person's child;
and

such act or acts are, or are alleged to have been, committed by
a fam |y or househol d nenber.

A fam |y and househol d nmenber neans:

0 persons related by blood or narriage;

0 persons legally nmarried to one another;

0 persons fornerly married to one another regardless of
whet her they still reside in the same househol d;

0 persons who have a child in comon regardless of whether
such persons are married or have lived together at any
time;

0 unrel ated persons who are continually or at regul ar
intervals living in the sane household or who have in the
past continually or at regular intervals lived in the sane
househol d;

or
0 unrel ated persons who have had intimate or continuous

soci al contact with one another and have access to one
anot her's househol d.

2. Admi ssion to a Residential Program

Wen a person neets the regulatory definition of a victim
of donestic violence as defined in Departnent regulation
section 452.2(h) and is seeking tenporary shelter, the
person will be eligible for admission to a residentia

program provided the person neets any additional criteria

established by the residential program Any m nor
child(ren) acconpanying his or her parent will also be
eligible for adnission to t he resi denti al program

regardl ess of whether the mnor child(ren) is a victim of
donmestic violence in his or her own right.
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Additionally, a fornmer resident of a residential program
for wvictimse of donestic violence will be eligible to re-
enter the same or a different residential program for
victinmse of donmestic violence when the person neets the
definition of a victimof donmestic violence as a result of
a new incident of domestic violence occurring subsequent to
the resident's discharge from a previous residentia

program for victins of donestic violence.

For purposes of calculating the Ilength of stay of forner
residents who re-enter a residential program the day of
readm ssion wll be counted as day one. A person will be
able to stay in the program up to 90 consecutive days
foll owi ng readni ssion.

Financial Eligibility

Social services districts are responsible for offering and
providing residential donestic violence services to victins
regardless of a person's eligibility for public assistance.
However, persons with incone who are able to pay all or part of
the costs of such residential services will be expected to pay a
f ee. The nmethod of <calculating a person's fee for such
residential services will be discussed in Section IV B(3)(c).

Rei nbur senent

Social services districts should be aware that 50 percent State
rei moursenent is available for expenditures for donestic
violence residential services to victins of donestic violence
who are ineligible for public assistance, to the extent funds
are appropriated and a social services district has exhausted
its Title XX allocation.

PLEASE NOTE: Rei nmbursenent will not be nmade by the
Departnment to a social services district until the
Departnment has pronmulgated an approved per di em
rate for that residential program

Est abl i shing Per Di em Rates

Chapter 53 of the Laws of 1991 and 1992 granted the Depart nent
authority to establish an approved per diem rate for each
licensed residential programfor victins of donmestic violence.
Attachnent A contains the required fiscal fornms used in
determining the programis Donestic Violence State Aid Rates
(DVSAR) . This rate will apply to any social services district
financially responsible for a victim of donmestic violence
residing in the program The per diem rate, which is not
negoti able, will be:
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(1) based upon the reasonabl e operating expenses of
the residential program including the costs of
conplying with the program standards set forth in
Departnment regul ations, Part 408, 452, 453, 454,
and 455; and

(2) subject to the approval of the Director of the
Budget .

Costs wused in determning the per diemrates may be reduced by the
anmobunt of any governnent grants, including grants from the
Departnment, awarded to a residential program pursuant to Article 6-A
of the SSL.

Soci al services districts will be advised of the Donmestic Violence
State Aid Rates (DVSAR) for Donestic Violence Residential prograns in
New York State via Local Conm ssioners Menoranduns (LCM. In
addi tion, soci al services districts in which the programis |ocated
wi |l be advised of any rate revision.

PLEASE NOTE: A food add-on is available for
prograns that provide 3 neals a day to al
clients. Prograns that have an approved food add-
on to their per diemw Il continue until there is a
change in the provision of neals. Pr ograns whi ch
do not have an approved food add-on mnust obtain
approval from the district in which their program
is | ocated. The local district must send a letter
to the Bureau of Resource Managenent requesting
that a food add-on be added to the per diem rate.
Regi onal Ofice nust verify that the program
provides three neals a day to its clients. Bur eau
of Resource Managenent staff will then promul gate a
per diemrate with a food add-on conponent.

REQUI RED ACTI ON

A Adm ssi on Responsibilities

l. Determine Eligibility for Adm ssion

a. When a victimof donmestic violence cones directly to a
soci al services district seeking energency shelter,
the district is responsible for ensuring that the
person's program eligibility for admssion to a
resi denti al program is determ ned. The socia
services district nust:

(1) determ ne whether the person is programmatically
eligible for admission to a residential program
or
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(2) refer the person to a donestic vi ol ence
residential program for a programeligibility
det ermi nati on.

b. When a person goes directly to a residential program
seeki ng ener gency shel ter and servi ces, t he
residential program wll have responsibility for

determning the person's programeligibility.

c. A social services district or residential program nust
deem a person programmatically eligible for adm ssion
to a residential program when a person provides
sufficient information that he or she neets the
definition of a victimof donestic violence found in
18 NYCRR 408. 2(i). The person nmay provide either

ver bal or docunent ary information to establish
eligibility. Wen a person provides sufficient
information that he or she neets the definition of a
victim of domestic violence, a social servi ces
district or residential program nust not require a
person to provide any additional information to

substantiate his/her eligibility.

The following are exanples of what would constitute sufficient
informati on for purposes of determining that a person neets the definition
of a wvictim of domestic violence. In each exanpl e the person is seeking
temporary shelter for donestic violence. Therefore, because they neet the
definition of a victim of domestic violence and are seeking tenporary
shelter they are eligible for adm ssion to a residential programfor victins
of domestic viol ence.

Exanmpl e 1: A person states that her husband threatened to harm
her . Al though he did not actually harm her, she
feared that he would. She went to stay with relatives
because he threatened her. She is unable to remain
with relatives any | onger.

Exanpl e 2: A person provides a hospital report which indicates he
or she sought treatment for a back injury caused by a
fall. The report indicates the persons's partner

shoved hi nl her causing the person to fall

Exanpl e 3: A person appears in a social services district office
with a black eye and indicates it was caused by the
person's fornmer spouse.
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In each of the above exanples, the person has provided sufficient
information to establish that the person is a victimof donestic violence
and eligible for adm ssion to a residential program No further information
or docunmentation nay be required.

PLEASE NOTE: A person deened eligible for
adm ssion to a residential program nmust al so neet
any additional adm ssion criteria established by
the residential program

2. Arrange for Adnission

a. When a person cones directly to a social services
district seeki ng ener gency shel ter and it is
determined that the person is programmatical ly
eligible for adnission to a residential programfor
victinse of donmestic violence, a social services
district nust arrange for the victinis admission to
such a residential program provided:

(1) there is a residential program for victins of
donmestic violence located in the social services
district which has a bed(s) available; or

(2) there is such a residential programlocated in a
contiguous social services district which has a
bed(s) avail able.

PLEASE NOTE: Wien there is no residential program
for wvictine of donestic violence located in a

cont i guous soci al services district, t he
residential programlocated closest to the socia
services district will be considered available if

there is a bed(s) avail abl e.

b. A social services district nust ask a victim if they
prefer to enter a residential program |ocated in
anot her social services district. |If a victimchooses

to seek shelter in another social services district,
the district nust contact at I|east one residentia
program located in a contiguous district to see if
there is a bed(s) avail abl e.
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In the event a social services district determ nes
there is not a bed(s) available at a donestic violence
residential programlocated in the social services
district or in a contiguous social services district,
the district nust then arrange for another form of
energency shelter and assistance such as hotel s/notels
and homel ess shelters wuntil a donestic vi ol ence
residential program becones avail able. When a bed
becones available at a residential programfor victins
of domestic violence |located within the district or in
a contiguous district, the social services district
nust arrange for the victimis admssion to such
residential programif the victimwants to enter the
residential program

PLEASE NOTE: A social services district must
determne that there is not a bed(s) available at a
resi denti al program for victinmse of donestic

violence located in the district or in a contiguous
district prior to arranging for energency shelter
at a hotel/notel or honel ess shelter. Such ot her
fornms of emergency shelter nmust only be used for
victinms as a last resort when a residential program
for victinms of donestic violence is not avail able.

Desi gnhate a Liai son

a.

Each social services district nmust designate a |iaison
to be available during regular business hours to
receive notification of admssions to residentia
progranms for victins of domestic violence and serve as
a liaison to residential prograns on any program or
paynent issues relating to the adm ssion of victins.

Wen a victimis admitted into a residential program
the residential programnust notify by telephone the
district financially responsible for the cost of

energency shelter, services and care, and if the
resi denti al program is located in a different
district, the district where the victimplans to apply
for public assistance. (I'f a residential programis

not located in the social services district in which
the donestic violence occurred, the victimmy submt
hi s/ her public assistance application to the district
in which the programis |ocated.) Such notification
nmust be provided to the social services district(s)
within the first working day followi ng the adni ssion.
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When a liaison receives notification that a victimfor
whom that social services district is financially
responsi ble was adnmitted to a residential program
| ocated in another district, that responsible district
nmust inform the victim if there is an available
residential program located in the victims hone
district. It will then be the victims choice whether
to leave the residential programlocated outside the
district and obtain services from a residentia

program located in the hone district. In sone
instances a victimwill choose to return to their hone
district and in other instances a victimw |l choose
toremain inthe program |located outside of their
district. If this liaison is soneone other than the
person listed in 90-LCM 75, “Interjurisdictiona

Contact Staff Listing," the local district should
informthe Departnent's Local District Liaison Unit.

B. Fi scal Responsibilities

1. CGeneral Requirenents

a.

The social services district in which a victim of
donmestic violence was residing at the tinme of the
domestic violence incident is fiscally responsible for
the cost of energency shelter and services provided to
a victimand his or her minor children by a donestic
vi ol ence residential program whet her or not the
person is eligible for public assistance (PA) if:

(1) a victim is programmatical ly eligible for
admi ssion to the residential program and

(2) the social services district receives a comopn
application (DSS-2921/DSS-2921/ NYC) on behal f of
the victim and

(3) as long as the victimrenmains in the residentia
program conpletes the application process for
PA.

This fiscal responsibility continues for the tine the
victimremains in the residential program Fi sca
responsibility after the victimleaves the residentia
programw || be detailed in section B.3.f.
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c. The social services district in which the victim was
residing at the tine of the donestic viol ence incident

will

be responsible for determining the victins

financial eligibility for public assistance or the
Title XX Overcl ai m fundi ng.

PLEASE NOTE: Wen a victimenters a New York State
donestic violence residential programfrom another

st ate,

responsibility for any public assistance

needs rests with the social services district where
the victim is found in need, if the victimis
ot herwi se eligible for public assistance. Thi s
wi | generally be the district in which the
residential programis | ocated. If eligible for
public assistance, the victim would be a State
charge for a year fromthe date the victim entered
New York State (unless the victim had been a

resi dent
entering

of New York State within a year of
the New York State residential program.

In such situations, the public assistance needs
woul d consist of a negotiated rate plus either a

per sona

needs (if three neals a day are provided

by the progran) or the basic, home energy all owance
(hea) and suppl enmental hone energy all owance (shea)

al | owances
provi ded) .

(if less than three neals a day are
Al though the State per diemrates are

not mandated for these victins, we encourage socia

Services

districts to use these rates for DV

victime who enter DV residential prograns from
anot her state.

2. Appli cation Procedures

a. Conpl ete Common Applicati on Form

In order for a residential programto receive reinbursenent

for the

provi sion of energency shelter and services to a

victimof donestic violence, a residential program nust
ensure the follow ng:

(1)

(2)

The victimconpl etes, signs, dates and subnmits to
the social services district a commopn application
form (DSS-2921/ DSS- 2921/ NYC) as soon as possible
after adm ssion; and

to the extent a person remains in the shelter,
t he person conplies with the face to face
i nterview and any other PA requirenents.
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(3) if the application is conpl et ed

residential program it must be forwarded as soon
as possible to the social services district.

If the victimis in a residential program | ocated
outside of the district in which he/she resided
at the time of the donestic violence incident,
the victimcan apply in the district in which the
residential programis located or in the district
in which he/she resided. See Section IV.B.2.C
Because of the face-to-face interview requirenent
for PA, it may be better for the residentia

programto nmail the application to the

in which it is located so that district can do
the face-to-face interview within 5 days
receiving the application. |If the application is

mailed to the district whi ch is

responsible for the victimand that district

far fromthe residential program there

difficulty in arr angi ng t he face-to-face

intervi ew

PLEASE NOTE: When a victimis in receipt of PA at
the time of entry into a donestic vi ol ence
residential program the person does not have to
conpl ete anot her public assistance application for
paynment for the residential program However, the
victimis responsible for notifying the socia
services district as soon as possible of the change
in circunstances.

When these procedures are followed and a person
determined ineligible for PA, the victinms shelter stay nmay
be eligible for reinbursenent wunder the 50/50 Title XX

overclai mfunding. This includes:

(1) persons who conplete the comopn application
are in the residential programfor only a short
period of tine and | eave the program prior
having the required face to face interview for

public assistance or before submitting
requi red docunentati on;

(2) persons who have been determined to
sufficient avail able income and/or resources
nmeet the full cost of shelter and services,

therefore, are deened ineligible for
program including EAF; and

(3) persons who have been sanctioned from PA

Page No. 23
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b. | ncapaci ty/ Desi ghat ed Representative

If avictimis unable to file the application or cone
to the face-to-face interview because he/she is
physically or nmentally unable to do so, the victimnay
designate sonmeone to act as a representative for

pur poses of applying for PA To become a designated
representative, the victim would have to designate
this person in witing. This should be a rare

occurrence and should only be wused in extrene
circunstances, since the victimis the prinmary source
of t he i nformati on/ docunent ati on necessary to
determne eligibility. Unl ess i ncapabl e of doing so
because of his/her incapacity, the victimnmust sign
and date the application.

If there are safety concerns about a victim comng
into the social services district office, the socia
servi ces agency shoul d make arrangenents for the face-
to-face interview to be conducted at an alternative
site.

c. Procedures in Cross County Situations

Wien a victimenters a donestic violence residentia

program located in a social services district other
than the one in which he or she resided in at the tine
of the donestic violence incident, the victimmy
apply for PAin the district in which he/she resided
or in the district in which such residential program
is |ocated. If he/she applies in the district in
whi ch the residential program is |ocated, t hat
district must conduct the face-to-face interview and
forward the conpleted application within five days of
its receipt to the district in whhich the victim
resided at the time of the incident. The conpl et ed
application should contain as nuch information and
docunentation as possible to nmake a determi nation of
eligibility.

a. CGeneral Financial Requirenents for PA

Any victim of donestic violence who does not have
i ncome/resources sufficient to neet the full cost of care
in aresidential programfor victins of donestic violence
is potentially eligible for assistance under ADC, PG ADC,
Hone Relief, Energency Assistance for Fanilies (EAF) or
Ener gency Hone Relief (EHR), if the financial and
categorical requirenents of the particular programare net.
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PLEASE NOTE: Sancti oned persons are ineligible
for PA including emergency assistance. However,
the children of sanctioned persons nmay be eligible
for public assistance.

EAF nay be used to pay for the cost of care in
residential prograns for victins of donestic

vi ol ence

32.)
be

for undocunented persons. (See 92 | NF-

The chil dren of undocunented persons may al so

the U S
victim clains that she/he is lawfully residing in

the U S.,
batterer

eligible for recurring PAif they were born in

or are otherw se here |legally. If the

but her/his docunentation is wth the

and therefore is unable to secure it, the

victim shoul d be referred to t he near est
Immigration and Naturalization Service to obtain
verification of her/his status.

b.

PA Prograns Applicable for Donestic Violence Victins

(1)

Energency Assistance to Fanmilies Wth Children
(EAF) - a federal programto neet energency needs
of famlies with children under 21 years of age.
Pregnant wonmen with no other children are also
categorically eligible for EAF at any tinme in a
verified pregnancy. Individuals under the age of
21 are also categorically eligible for EAF if the
i ndi vidual has resided with a relative specified
in Departnent regulation Section 369.1 within six
nont hs of the energency. A fam |y does not have
to be eligible for recurring assistance to
receive EAF. However, actually avail able incone
and resources must be applied to neet the
energency need (see Section IV B c). EAF can be
aut hori zed during only one period of 30
consecutive days in any 12 consecutive nonths.
However, it can be authorized to meet needs which
arose before the 30 day period or which extend
beyond it, if the energency needs being net are
related to the original energency.

PLEASE NOTE: Victine who are in a residentia
program for victinms of domestic violence neet the
categorical definition of having an energency for
enmer gency prograns. This includes t hose
victinms whose i medi ate needs are being net by the
residential program

t he
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(2)

(3)

(4)

Page No. 26

Aid to Fam|lies Wth Dependent Children (ADC) -
provi des for needs of fanmlies wth mnor
children as defined in Department regulation
Section 369. 2(c), where the child(ren) is
deprived of parental support due to a parents'
deat h, absence, incapacity or unenpl oynment.

Hone Relief (HR) or PG ADC - provides financia
assistance to individuals and fam|lies who do not
neet the categorical requirenents of the federa
ADC pr ogram

Energency Hone Relief (EHR) - A state/loca
program intended to neet energency needs of
individuals and famlies not eligible for ADC,
recurring HR,  or EAF. Al though eligibility for
recurring assistance does not have to be net,
there is a gross inconme standard of 125% of the
federal poverty incone guidelines that nust be
net. All actually avail able incone and resources
nust be applied to neet the energency need (as
described in section IV B(3)(c)).

PLEASE NOTE: CGeneral ly the cost of PA provided to

persons

in a residential programfor victins of

donestic violence should be clained according to
the follow ng hierarchy: EAF, ADC, PG ADC, and HR
provi ded that the costs are allowable under the PA
regul ations for the respective prograns. |If EAF is
claimed for a case that is ADC, PG ADC or HR, the
case type should renmain ADC, PG ADC or HR and the
costs of care are clainmed as EAF by wusing the

speci al

"f* claimng code on the DSS-3209 upstate

or the energency indicator on the DSS-3517 in New

York City.

c. Application of Incone and Resources

(1)

I ncome and resources which belong to the victinms
spouse or are jointly owed are not considered to
be available to the victimunless the victim has
access to them wthout putting the victimin

danger, or can obtain access through |ega
neans. (This is true even if the victimreturns
to the spouse after |leaving the program When

determining eligibility in such a situation, a
soci al services district must ook only at the
eligibility of the victimduring the nonth(s) the
victimwas in the donestic violence residentia
program) Such limtations nust be taken into
consi deration when nmaki ng any eligibility
det ermi nati ons.
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PLEASE NOTE: The concept of actual availability of
income and resources is inportant in donestic
vi ol ence situations. The circunmstances under which
victinms | eave their hones often nean that they nay
not have income and/or resources with them such as
cash, bank books, credit cards, etc. Al so, they
usually do not have ready access to this incone
and/ or resources while they are in the donestic
vi ol ence residential program

(2) In determining eligibility for any PA program
all available wunearned incone, such as SSI or
Social Security benefits, nust be budget ed
agai nst t he person's cost of <care in the
residential program provided such incone is
actually available to the victim See Attachnent
D - ABEL Budget.

Avail abl e earned income (wages) also nust be
budget ed agai nst the person's cost of care in the
program using normal budgeting procedures and
al | appropriate earned i ncone disregards.

Regardl ess of the category of assistance used,
the budgeting is done on a nonthly basis, even if
the person is not in the programfor the ful

nont h. When the person is in the program |ess
than the full nonth, the daily PA deficit is
conputed by dividing the nonthly deficit by the
actual nunber of days in the nonth. Thi s anount
is then nmultiplied by the actual number of days
the person was in the programto determnine the

soci al services district's paynent . The
remai nder of the per diemnot paid by the socia
services district, usi ng this budgeti ng

nmet hodol ogy, is the victinis "fee"

If a victimhas been in the programless than a
full nonth and returns to or establishes his/her
own residence in the conmunity, a conmunity
budget nust also be done for that nonth and
prorated for the nunber of days in the community
to see if the victinse require public assistance
for that time also.

For PA purposes, any resources, such as a bank
account, certificates of deposit, etc. that can
be accessed by a person nust be used to pay
toward the cost of care in a donestic violence
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residential program If the resources do not cover the full cost of care,
the social services district wll nmke a partial paynment to cover the
difference if the person is PA eligible. For exanple, the cost of care in

the program is $1,200 and the person has no income but does have access to
$900 in the bank. The social services district would pay $300 toward the
cost of care and the victims fee would be $900 under PA

If a victim has incone and resources, t he
resources are applied after the budgeting of
i ncone has been done. For exanple, the PA budget
deficit is $500 for the nonth. However , t he
victimhas $300 in the bank. The $300 is applied
to reduce the social service district's paynent
to $200.

The Title XX overclaimfunds cannot be used to
reduce the victinls "fee" under a public
assi stance program

PLEASE NOTE: Li ens can be placed on real property
used as a hone as a condition of eligibility for
tenporary, energency assistance.

d. Docunment ati on for PA/ Coll ateral Contacts

(1) In npmany instances, victins of donmestic violence

will be unabl e to pr oduce al | or any
docunent ati on necessary to verify eligibility for
publ i c assi stance. Due to the circunstances

surrounding the need to enter a residentia

program for victins of donestic violence, access
to this docunentation nmay not be possible.
Nevert hel ess, social services districts nust
att enpt to make as conplete an eligibility
determnation as possi bl e, usi ng what ever
information is available, including collatera

contacts. Col lateral contacts i ncl ude such
persons as clergy, friends or relatives who are
famliar with the victims circunstances and
whose names the victim provides as collatera

contacts. Social services districts nmust also
assist the wvictim in obtaining any necessary
docunentation that the victimis unable to obtain
hi nsel f/ hersel f. Under no circunstances shoul d
the batterer be contacted.
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(2) Local districts nust maintain the confidentiality

of t he client's | ocation when naking

col l ateral contacts.

PLEASE NOTE: Any applicant/recipient nay claim
to have "good cause" for refusing to cooperate in
establishing paternity or in securing support if
cooperation can reasonably be anticipated to
result in physical and/or enptional harmto the
child for whom public assistance is being sought
or to the parent or caretaker relative with whom
the child is living. If the person from whom
support is being sought is the batterer from whom
the victimof donestic violence is fleeing, such
clainms of good cause by the victimof donestic
vi ol ence nust be gi ven very serious
consi deration. However, it should be noted that
even when a victim has good cause not to
cooperate, the local district can pursue support
on its owmn if it has sufficient information to do
S0.

In on-going public assistance cases (i.e., ADC,
Hone Relief, and MA-Only) there may al ready have
been an assignnment of support rights and a
requi renment to cooperate with the child support
program to establ i sh paternity and secure
support. The child support program may have
already received the referral and nay be in the
process of providing appropriate services, which
in many instances will involve interaction with
t he absent parent (batterer). Therefore, it is
very inportant that either the designated |iaison
or the victims public assistance worker notify
t he child support enforcenent wunit in any
situation of donestic violence in order to ensure

the victims safety. The victimnmay now have
reason to clai mgood cause, where before she/he
may not have. Prompt notification will prevent

exacer bati ng dangerous circunstances, as well as
i mproper cl ai ns of non-cooperation. For exanple,
there may be clains of non-cooperation nade by
the child support program which would cause the
denial of eligibility toa victim who did not
answer requests to be interviewed. If the child
support program knew that the victimwas failing
to respond to a notice because he/she was a
resi dent of a residential programfor victinms of
donestic violence, they would not claimnon-
cooper ati on.

any
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e. Scope of Assistance

(1)

ADC, PG ADC, HR, EAF and energency HR will cover
the per diens under Departnent Regul ations 352.8
and 408. PA will also cover an additional $45
nonthly personal needs all owance (PNA) for each
nenber of the famly in the residential program
per Departnment regulation 352.8(c) when three
neal s a day are provided in the program The PNA
should be provided to the famly as soon as
possi bl e. If fewer than 3 neals a day are
provided in the residential program public
assi stance woul d cover the per diemrate, plus a
basi c al | owance, two energy allowances, a
restaurant allowance, if appropriate, and not a
PNA. PNA's are only given when 3 neal s per day
are provided.

PLEASE NOTE: Since the rate established for the
residential program for victins of donestic

vi ol ence
pur poses,

is included in the standard for budgeting
individuals and famlies who woul d

generally be above the incone Iimts for recurring
PA prograns may be eligible for ADC, PG ADC, or
Hone Relief while in the residential programfor
victims of donmestic violence.

(2)

All public assi stance progr ams (i ncl uding
energency prograns) may cover the following itens
if the local social services official determ nes
that these itens are appropriate under the
provisions outlined in Part 352 of Departnent
regul ati ons:

(a) Security

(b) Moving expenses

(c) Furniture allowances for the establishnent
of a home

(d) Storage of furniture and personal bel ongi ngs

(e) Transportation for children to remain in
school or for parents to search for
per manent housi ng can be provi ded under EAF
i f necessary.

(f) broker's/finder's fees
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f. Fi scal Responsi bility After Stay at Residentia
Pr ogr am Ends

As stated previously in this directive, when a victimis in
a residential program for victins of donestic violence
which is located in a social services district other than
the one the victimresided in at the tine of the donestic
viol ence incident, the social services district in which
the victim resided (the "from district") is fiscally
responsible for the victim | f upon | eavi ng t he
residential program the person decides to remain in the
district in which the residential programis located in or
decides to nove to a third social services district, the
person continues to be the fiscal responsibility of the
"from district" for the remainder of the nonth the person
| eaves the residential program and the followi ng nonth,

provided the person is eligible for assistance. This is
true regardl ess of the category of assistance used to pay
for the residential program Such itenms as noving
expenses, security and broker's fees are the fisca

responsibility of the "from district during this tine.
This is true even if the victimwll not be eligible for
recurring assistance, but requires and is eligible for
energency assistance to get settled into the new
apart nent . These needs should be dealt with prior to the
victim|l eaving the residential program As with all other
situations where a recipient noves from one socia

services district to another, the district "where found"” is
responsi bl e for nmeeting energency needs.

g. Fair Hearings

As wth any applicant/recipient who is dissatisfied with a
soci al services district decision on his/her application or
case, a victim of donestic violence may request a Fair
Hearing. GCenerally the victimnust request and appear at a
Fair Hearing. However, if the victimis unable to request
or appear at a Fair Hearing, the victim can designate
sonmeone to appear and act on the victims behalf at the
Fair Hearing if this person is designhated in witing as an
authorized representative for the purpose of pursuing the
victims eligibility for PA

50/50 Title XX Overclaim

a. CGeneral Requirenents

Wien a social services district receives a common
application on behalf of a victimand determ nes that the
person is ineligible for one of the PA programs, the socia

services district nust then deternine the person's
eligibility for reinbursenment under the 50/50 Title XX
overclaim When a person is ineligible for one of the PA
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prograns due to excessive incone, (i.e. the incone is
sufficient to cover the full cost of the residentia
program, a per son wil | al so be ineligible for
rei mbursement under the 50/50 Title XX overcl ai m

b. Determ ning A Person's Fee

A social service district nmust determine a person's
financial eligibility for services within 30 days of the
date of application in accordance wth 18NYCRR Section
404. 1(d) (1) (i) . The social services district nust notify
the applicant of the determ nation of eligibility within 15
cal endar days of determining the person's eligibility or
ineligibility for services. Such witten notice nust
include any required fee for services.

To determine eligibility for the 50/50 Title XX overclaim

a social services district must determne the victins
ability to pay all or a part of the costs of residentia

services. Wien evaluating a victims ability to pay a fee,
a social services district nust use only the information
the victim provided on the comopn application form The
soci al services district nust not require that the victim
or the residential program provide further docunentation
for purposes of verifying eligibility under the 50/50 Title
XX overclaim I n accordance with Departnment Regul ati ons,
Section 404.5, financial eligibility for services nust be
based only on the victims nonthly gross inconme. Resources
nmust not be expl ored.

The followi ng persons will be eligible for reinbursenent
under the 50/50 Title XX overclaim

(1) persons who have conpleted the PA application but are
in the residential programfor only a short period of
time and l|eave the program prior to having the
required face to face interview for public assistance
or before submtting required docunentation.

(2) persons who have been determined to have a conbi nation
of inconme and resources, or resources sufficient to

nmeet the full cost of shelter and services, and
therefore, are deened ineligible for any PA program
i ncl udi ng EAF. For exanple, a person who has incone
which is insufficient to neet the full cost of shelter
and services, but who has resources, which in
conbination with the incone, is sufficient; or a

person whose resources by thenselves are sufficient to
neet the full cost of shelter and services. As stated
on page 33, a person whose inconme is sufficient to
neet the full cost of shelter and services is not
eligible for the Title XX Overclaim"
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(3) persons who have been sanctioned from PA

c. Budgeti ng Met hodol ogy

When a victimfills out, signs, dates and subnmits a common
application and the person is deternined ineligible for a
PA program (e.g., the person has left the programafter a
short stay and did not go to the face-to-face interview,
person sanctioned for enploynent reasons), the socia
services district nust evaluate, wusing the information on
t he person's conmon application, eligibility for
rei mbursement under the 50/50 Title XX overclaim For this
fundi ng source, resources are not counted in deternining
eligibility, but incone is. When inconme is present, the
samne budgeting nethodology is used to determine the
district's paynent under the Title XX overclaimas is used
to determne that paynent wunder PA. To determ ne the
availability of income refer to Section IV.B.3.c. The
anmobunt not paid under the 50/50 Title XX overclaimby the
social services district toward the per diem is the
victims fee under the 50/50 Title XX overclaim

d. St ate Rei mbur sement

Expenditures nmde by social services districts for the
provision of donestic violence residential services to
persons who are ineligible for PA are subject to 50 percent
State rei nbursenent. Such expenditures mnmust be reduced by
the sum of all fees received froma victimof donestic
violence who is able to pay all or part of the costs of
such services.

Noti fication/Coll ection of Fees

As soon as a social services district deternmines that a
victimis responsible for all or a part of the cost of
ener gency shelter and services, the social services
district nust notify the residential program of the anount
the district will pay.

Resi dential prograns, not social services districts, are
responsi ble for collecting fees for services. At the tine
of adm ssion, the residential programnust arrange with the
victimhow any fee will be paid, including how paynent will
be nmade after the person | eaves the residential program
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Contract Requirenents

1

a.

General Requirenents

Each social services district nust enter into a contract
with at Jleast one residential program for victins of
donestic violence located in the social services district
or in a contiguous social services district. Additionally,
when a social services district contracts with a
residential programwhich has a length of stay of |ess than
30 days, the district nust also enter into a contract with
a residential program for victinse of donestic violence
which has a length of stay policy of 30 days or nore, when
there is such a residential programlocated within the
district or in a contiguous district.

EXCEPTI ON: A social services district which
operates its own donestic violence residentia
program will not be required to enter into a

contract wth another such residential program
provided the district's program has a |ength of
stay policy of at |east 30 days.

In accordance with 93 ADM 24, a social services district is
permitted to enter into one contract with a not-for-profit
organi zati on that operates nore than one residentia
program However, the contract nust specify a separate
approved per diemrate for each type of donestic violence
residential program operated by the organi zation.

Each contract a social services district negotiates and
enters into wth a residential programin accordance with
the nodel contract requirements specified in 93 ADM24
must :

(1) specify the approved per diemrate established by the
Departnment for the donmestic violence residentia
program

(2) remain in effect for no nore than a 12 nonth period;

(3) include al | the terns of the contract in one
i nstrunent; be dated and executed by an authorized
representative of each party to the contract prior to
the date of inplenmentation;

(4) have a definite effective and term nation date.
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(5) specify the agreed upon terns for the follow ng: t he
net hod of determining a victims length of stay at the
residential program the frequency of and procedures
for conducting service needs assessnents; and the
procedures for handling extensions. These terns will
apply only to residents of the program who were
residing in the social services district at the tine
of the donestic violence incident.

PLEASE NOTE: the ternms of the contract cannot
require a residential program to disclose
identifying information regarding safe hore
providers or on-site access by the district to a
saf e hone.

2. Length of Stay in a Residential Program

a. A resident's length of stay at a residential program
nmust be based upon the individual safety and service
needs of the resident. The contract nust specify

which one of the following nmethods will be used to
determine the length of stay of residents who were
residing in the district at the tine of the donestic
vi ol ence incident:

(1) At the tine of adm ssion, the socia
services district automatically authorizes a
| ength of stay of up to 90 days depending upon
the length of stay policy of the residentia
program Subsequently, the residential program
will be responsible for assessing the resident's
continuing eligibility according to the criteria
i sted bel ow.

(2) At the tinme of admission, a social services
district authorizes a Ilength of stay for a

pr edet er m ned period of time whi ch is
redeterm ned at regular intervals. The socia
services district, in consultation with the
program will t hen be responsi bl e for
redetermining the victims continuing eligibility
according to the criteria listed below The

social services district nust consult with the
residential program when assessing the resident's
safety and servi ce needs.

A consultation wth a residential programnust include a
review by the social services district of a resident's nobst
recent service needs assessnment and a tel ephone contact
with the residential program regarding any safety and
service issues.
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Social services districts and residential prograns
nmust assess a resident's continuing eligibility based
upon the following criteria:

(1) A resident must continue to be in need of
tenmporary shelter and energency services provided
by the residential program because alternative
housing is not avail able. Al ternative housing
specifically refers to a donestic vi ol ence
transitional services program or pernmanent
housing that reasonably assures the victinms
safety. Wen a victimis in need of energency
shel ter because he/she | acks alternative housing,
the social services district nust assume that the
person is also in need of emergency services.

PLEASE NOTE: If a person secures a donestic
viol ence transitional program or pernmanent housing
whi ch reasonably assures his/her safety, the person
no | onger continues to be eligible for energency
shelter at the residential program Under such
ci rcunst ances, services nust be provided on a non-
resi dential basis.

(2) A vresident nust continue to neet any additiona
admi ssion criteria established by the residenti al
program and

(3) A resident nust continue to abide by the rul es of
the residential program

Assessnent of Service Needs.

a. A resident's need for temporary shelter,
energency services, and care, nust be assessed at
regul ar intervals. Thi s assessnent must include

an evaluation of the individual safety and
service needs of the resident and the resident's
chil dren. For purposes of arranging needed
services for a resident during their stay at a
residential program the evaluation nust identify
the conprehensive array of services needed by
the resident and the resident's children.

b. Resi dential progranms nust provide the socia
services district financially responsible for the
resident with relevant information identifying
the resident's safety and service needs rel ated
to the resident's need for tenporary shelter and
energency services provided by the residentia
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program This is to ensure that a resident
receives all needed services including those

provided by the residential programas well as
those offered and provi ded by the social services
district (e.g. preventive services, day care).

PLEASE NOTE: Rel evant information refers to the
i nformati on which is deenmed as necessary to address
an individual resident's safety and service needs

and does not include all information maintained in
a resident's entire case record. Resi denti a
progr ans are permtted to extract relevant

information fromthe case record to provide to

soci al

services districts.

A contract nust specify the frequency of service
needs assessnents and t he rol es and
responsibilities of the social services district
and the residential programin conducting service
needs assessnments for those residents residing
in the district at the time of the domestic
vi ol ence incident.

4, Ext ensi ons.

a.

A resident nust be pernmtted to stay in a
residential program for wup to an additional 45
days beyond t he maxi mum 90 day period if neither
the resident, the social services district, or
the residential program is able to secure a
donestic violence transitional service program or
per manent housi ng which reasonably assures the
victims safety. Resi dential progranms nust
notify the social services district financially
responsi ble for the cost of energency shelter and
servi ces when a resident needs such an extension.

The contract must specify the tine frames wthin
which the residential program nust notify the
soci al services district of a resident's need for
an extension. Additionally, the contract nust
speci fy t he soci al services district's
responsibilities and the residential programs
responsibilities for assisting residents of that
district in securing housing.

PLEASE NOTE: There is no extension pernitted beyond this
135 day period even if a transitional donestic violence

program or
resi dent.

per manent housi ng has not been located for the
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c. When a resident is eligible for an extension, the
social services district financially responsible
for the resident nust pay the cost of energency
shelter and services up to an additional 45
days.

Responsi bilities/Roles of Social Services Districts/Residentia
Prograns Wen No Contract EXxists

Wen a victim goes directly to an approved donestic viol ence
residential program and the social services district does not
have a contract with the residential progran, but is financially
responsi ble for the cost of energency shelter and services
provided by the residential program paynent, |ength of stay,
servi ce needs assessnents, and extensions nust be approached as
fol | ows:

1. Paynent .

The social services district in which a victimof donestic
violence was residing at the tinme of the donmestic violence
incident is responsible for paynent regardless of whether a
contract exists between the district and the program
Addi tionally, t he soci al services district financially
responsi bl e for paynment nust reinburse the residential program
the approved per diemrate (less any fees) established by the
Departnment and approved by the Division of Budget. Fifty
percent state reinbursenent will be available for the provision
of energency shelter and services to persons who are deened
ineligible for public assistance and care.

2. Length of Stay.

Wen no contract exists, a person wll be automatically
authorized to remain in the residential program for up to 90
days dependi ng upon the length of stay policy of the residentia

program The residential program rather than the socia
services district wll be responsible for determning the
person's continuing eligibility according to the criteria listed
above. Furt her, if a social services district receives

notification from a residential program that a resi dent
continues to be in need of a residential program beyond the stay
permitted by the program the social services district nust
approve a referral to another donestic violence residentia
program | ocated in the district or in a contiguous district, if
such a program has a bed or beds avail abl e.
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3. Servi ce Needs Assessnents.
When no contract exists, t he soci al services district

financially responsible for the resident wll deternmine the
frequency at which a resident's service and safety needs nust be
assessed and the district's responsibilities and residentia
programis responsibilities for conducti ng service needs
assessnents.

4, Ext ensi ons.

When no contract exists, a residential programnust notify the
social services district financially responsible for t he
resident on or before the 75th day of residence that a
resident's length of stay needs to be extended for up to an

additional 45 days. |In the event unforeseen circunstances arise
and a resident needs an extension after the 75th day, the
residential program nust imrediately notify the district that
such an extension is needed. The social services district

financially responsible for the resident nust assist the
resident in obtaining a donestic violence transitional service
program or pernmanent housing which reasonably assures the
hi s/ her safety.

When a resident is eligible for an extension the social services
district financially responsible for the resident nmust pay the
cost of energency shelter, services and care for wup to an
addi tional 45 days.

St andards of Paynent System

1. CGeneral Requirenents

a. The standard of paynent (SOP) system is wused to
establish per diemrates for residential prograns for
victims of donestic violence. The system consi sts of
fiscal, programati c and statistical reporting
requi renents. The SOP systemthen utilizes the data
submitted by such residential prograns to establish
the nmaxinmumstate aid rates for all domestic viol ence
residential prograns |icensed in New York State.

b. Each donestic violence residential program nust submt
the following SOP forns to the Departnent:

Dv-1 - Report of Actual Expenditures

DSS- 2654 - Report of Actual Incone

DSS 3307 - Purchase of Services Schedul e

DSS 2856 - Charges from Parent Oganization (if
appl i cabl e

DSS 2668 - Suppl enental Menorandum Report - Enpl oyee
Distribution by Job Cassification

Dv- 2 Report of Allocation Mthods

CPA Report or Tax Return for the Reporting Year
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Unl ess otherwise notified by the Departnent, the SOP
forns and records nust be submitted to the Departnent
by April 15th of each year if the residential program
is located outside New York City, and by Cctober 15th
of each year if the residential programis located in
New York City. See Attachment A for copies of the
forns and Attachnent B for instructions on conpleting
the forms.

Resi denti al progr ams will be notified by the
Departnment in witing if any of the forns or reports
submitted require clarification or suppl enenta
i nformati on. If a programnust clarify its fornms or
reports, the programwll be given an additional 30
cal endar days fromthe date of notice to subnt the
corrected fornms or reports.

The following itens are all owable costs for purposes
of determ ning an approved per diemrate:

Sal ary expenses:

(a) Admnistrative
(b) Program Support
(c) Maintenance

Fringe benefits and payroll taxes:

(a) Social Security

(b) Insurance - Life/Health

(c) Pension and Retirenent

(d) Workers' Conpensation/ Unenpl oynent/NYS Disability
(e) Vacation accruals

(iii) Property expenditures

(iv)

(a) Rental |eases (including furnishings, equi prent
and vehi cl es)

(b) UWilities

(c) Supplies and equi pnent

(d) Repair and nmi ntenance of plant, equi prrent  and
vehi cl es

(e) Use char ges (depreciation of capita
expendi t ures)

(f) Taxes

Managenent expenditures

(a) Tel ephone

(b) Postage

(c) Dues/Licenses/Permts
(d) Ofice supplies
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Subscri ptions/ Publications

Conf erence expenses

Admi ni strative expenses

Staff devel opnent

Publicity

Audi t/ Legal and Advi sory fees

I nsur ance

I nt erest expenses

Charges from parent organization
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(a) Transportation and staff expenses

(b) Recreational and social activities for children
(c) Purchase of services

(d) Food

(e) dothing

(f) Bedding/linen

Ext ensi ons/ Penal ti es

In the event a residential programis unable to neet
the deadline for submitting the required fiscal,
programatic, and statistical fornms and reports for a
good cause, the program may request an extension of up
to 30 days. This request nust be submtted in witing
to the Departnent prior to the required deadline date,
and nust include an expl anation of why the extension
i s needed. When good cause is shown, the Departnent
may grant an extension of up to 30 days. |If there are
unusual circunstances which are beyond the control of
the program and which justify the extension, the
Departnment may grant additional 30 day extensions
until the programis able to submit the required forns
and reports. The Departnent will notify the program
inwiting of any extension granted.

Resi dential prograns will be assessed a penalty if
they fail to submit the required forns and reports in
a tinely fashion, or fail to respond within 30 days to
a witten request fromthe Departnent for clarifying
or supplenental information on any fornms or reports
al ready subnitted. Such penalty wll result in a
reduction of the administrative conponent of the
approved per diemrate beginning on the first day of
the fiscal year for which the newrate applies, and
ending on the date in the sane fiscal year, according
to the foll ow ng schedul e:
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e m m m e e o e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e eeao o +
' Days | ate I Percentage of | Endi ng date of I Endi ng date |
' reducti on of I reduced rate I reduced rate i of reduced |
' adm nistrative | i for donestic | rate for DV |
' conponent of ' | violence prograns | prograns in |
' t he approved ' I inrest of state I NYC '
i i i i i
i i i i i
116 30 Days ' 5 percent I Jan. 15th i July 15th
131 45 Days ' 10 percent I Feb. 1st I Aug. 1st

| 46 60 Days ' 20 percent | Feb. 15th I Aug. 15th

1 61 90 Days ' 25 percent | March 1st | Sept. 1st
91 180 Days ' 30 percent | March 1st | Sept. 1st
1181 270 Days ' 35 percent | March 1st | Sept. 1st
1271 365 Days ' 45 percent | March 1st | Sept. 1st

| 365+ ' 50 percent | March 1st | Sept. 1st

e m m m e e o e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e eeao o +

When a residential program has been granted an
extension, the calculation of the nunber of days the
docunentation is late wll comence on the next
busi ness day follow ng t he expiration of the
ext ensi on. Wen a residential programreceives a
witten request fromthe Departnent for clarifying or
suppl enental information, the calculation of the
nunber of days the docunentation is late will comence
on the 31st day after the date of such witten
request, provided the requested material 1is not
submtted before the end of any extension period
granted by the Departnent.

If the due date falls on a weekend or holiday, the
cal cul ation of the nunmber of days the docunentation is
late will comence on the next business day. Every

cal endar day after the date the cal cul ati on comences
will be counted when determining the total nunber of
days that a programis late in submitting the required
docunentation to the Departnent.

The total nunber of days beyond the date authorized
for submitting required reports or forns, or the date
aut hori zed for subm tting, clarifying, or
suppl enenti ng i nformation will be considered in
establishing the total nunber of Ilate days and the
anount of the penalty.
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SYSTEMS | nplications

ABEL
a. Upst at e

Workers shoul d conpl ete the Honel ess Indicator on the DSS-
3209 at case openings and undercare nmintenance for
appl i cants/recipients nade honeless due to the donestic
vi ol ence situation. Horel ess | ndicator Code "E - Donestic
Vi ol ence" shoul d be used.

ABEL can be used to calculate the correct PA and FS grant
anount s. Workers should enter a PA Shelter Type Code of
"22 - Residential Programfor Victinms of Donestic Violence
(3 Meals/Day)" or "37 - Residential Programfor Victins of
Donestic Violence (Less Than 3 Meal s/Day)" and the nonthly
Actual Shelter Anpbunt. For Shelter Type Code 22, ABEL will
generate a Personal Needs Allowance (PNA) of $45.00 per
individual and allow the actual shelter anount. For
Shel ter Type Code 37, ABEL will generate Basic, HEA and
SHEA all owances for the number of individuals in the case
and al so all ow the actual shelter anmpunt.

A new paynment type, Q6 - Residential Donestic Violence has
been developed and should be wused to identify paynents
aut hori zed for PA cases in support of this ADM

b. Downst at e

Currently Downstate ABEL supports two shelter types to be
used in the budgeting of Public Assistance and Food Stanp
i ssuances for those individuals residing in "Residentia
Prograns for Victins of Donmestic Violence". They i ncl ude
Shelter Type 13 to be used when less than three neals per
day are provided and Shelter Type 14 to be used when three
neal s per day are provided.

For both Shelter Types workers should be instructed to
input the actual anpbunt charged by the facility in the PA
Shelter Amount field on household screen NSBLO2. ABEL wil |
use the input shelter anpbunt to determne eligibility for
Public Assistance only. The shelter paynent will be issued

by a central location directly to the Donestic Viol ence
Facility.
Usage of Shelter Type 13 will result in the issuance of a

Basic Allowance and Honme Energy Al |l owances based upon the
nunber of individuals in the Public Assistance household.
Shelter Type 14 issues a nonthly PNA of $45 per individua
in the Public Assistance househol d.
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2. VBL
MBL may be used to calculate eligibility for person(s) residing
in a residential programfor victins of donmestic violence. Two
Shelter Type Codes are available. Code 22 - Shelter for Victins
of Donestic Violence will generate a PNA of $45.00 per

i ndi vidual and the actual shelter anobunt. Code 37 - Residentia
Program for Victinse of Donestic Violence (less than 3 neals a
day) will generate BASIC, HEA and SHEA al | owances per i ndividua
and the actual shelter anount. (See MBL Manual Specia
Procedures Section for a detail ed explanati on of Shelter Codes.)

B. Servi ces Systens Instructions

Qpen a WVB services case in the usual manner. Service type 23Gis to
be authorized for residential domestic violence services in both the
DIR and PCS fields, regardless of the eligibility category. Si nce
this service is no |longer an optional one, the use of the suffix G
bypasses the Title XX service type/eligibility category edits with no
matri x changed required.

For those districts with alocal BICS file, the Donmestic Violence
service providers should be added to the vendor file bef ore
attenpting to nake any paynents.

Addi tional Information

A Food Stanp | nplications

1. Residents of licensed residential facilities as defined in
Food Stanp Source Book (FSSB) V-D-1.2 that serve victins of
donmestic violence are eligible to apply for and receive
food stanps. Such residents are considered to be separate
househol d units in determning food stanp household
conposition. For exanple, a battered woman and her child,
who reside together in the shelter are considered a
separ at e household unit.

2. I ndi vi dual s who have been in receipt of food stanps prior
to entering a donestic violence residential program may
receive food stanps for a second tinme in a nonth providing
the household they left included the person that battered
hi nf her .

3. Resi dents of residential prograns for victins of donestic
violence are certified solely on the basis of their incone
and resources as well as the expenses for which they are
responsi bl e. They are certified wthout regard to the
incone, resources and expenses of their forner househol d.
Jointly-held resources are to be considered inaccessible.
Resi dents of residential prograns for victins of donestic
violence are to be processed as honel ess househol ds. As
honel ess househol ds they are entitled to expedited service
processing as defined in FSSB Xl V-B.
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B. Medica

1

a.

Public Assistance shelter allowances paid directly to the
residential program are excluded as food stanp incone.
Conpl et e i nstructions for budgeti ng resi dents of
residential programs for domestic violence appear in FSSB
X-B-7. 1.

Resi dents of residential prograns for victins of donestic
violence that receive Public Assistance have their food
stanp case processed by the district that is determined to
be fiscally responsible for public assistance.

Assi stance | nplications

Medi cal Assistance (MA) Eligibility

I ndividuals determined eligible for cash assi stance under
EHR are not automatically entitled to MA I ndi vi dual s
should be advised to apply for MA to neet any personal or
fam |y nedi cal needs.

b. Fam |lies deternmined eligible for EAF who are not al so
eligible for a recurring cash grant are not
automatically entitled to MA, and should be advised to
apply for MA to neet any nedical needs. |[|f such
famlies are not weligible for MA or have an M
application pending, EAF can be authorized to pay for
nedi cal care in an energency situation. (See PA
Sour ce Book Section X-C-2 and 86l NF-21, page 22.)

c. Wth the exception of the policy regarding fisca
responsibility contained in Section 1V, MA-only cases
nmust be determned in accordance with the policy and
procedures outlined in this Directive.

d. The policy and procedures for det erm ni ng the
financial eligibility of a victimof donestic violence
in a residential programincludes utilizing the actua
cost of the residential programin the PA Standard of
Need, and determ ning whether the inconme and resources
of the wvictim and the victims spouse are actually
avai l abl e (see Section 1V.B.3.c(1)).

e. When the applicant cannot be interviewed due to a
physical or nental condition, the interview should be
conduct ed with t he applicant's desi gnat ed

representative.
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Urgent Medi cal Need

a. Soci al services districts should process MA-only cases
i nvol ving donestic violence victins in need of nedica
care as soon as possible, since donestic violence

residential prograns generally require that nedica
needs be nmet prior to admission to the program

b. Appl i cants who need energency nedi cal care should be
referred to a hospital. Under 10 NYCRR Part 405,
hospitals are obligated to render energency nedica
care regardless of an individual's ability to pay.

c. Applicants should be advised to seek nmedi cal care and
advi se the provider that if determ ned eligible during
the period that nedical services were rendered, MNA
rei mbursenent nmay be available for up to three nonths
prior to the nonth of application.

Fi scal Responsibility

An individual in a residential program for victins of
donestic violence located in a social services district
other than the one in which the individual was residing at
the time of the domestic violence incident and who was the
fiscal responsibility of the "froni district may decide to
remain in the social services district in which the
residential programis | ocated. If otherwise eligible for
MA, the "froni district nust provide MA for the nonth the
i ndi vidual |eaves the residential program and may provide
coverage for the follow ng nonth.

Third Party Health | nsurance

a. In situations where a resident of a domestic violence
program is covered under the batterer's health
i nsurance policy, and use of the policy woul d endanger
the individual (s) because the batterer would receive
i nformati on on what nedical services were provided to
the victim the health insurance information should
not be entered on the WVB system

b. In situations where it is docunented that use of the
policy would not endanger the individual(s), the
health i nsurance i nformati on shoul d be entered on W/G.
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VI, Ef fective Date

This ADMis effective on July 15, 1994, retroactive to January 1,
1992.

Frank Puig

Deputy Conmi ssi oner

Di vi si on of Services and
Conmuni ty Devel opnent

Gscar R Best, Jr.
Deputy Conmi ssi oner
Di vi sion of Economi c Security



ATTACHMENT A

LI ST OF FI SCAL FORMS

Each agency is required to subnit the following forns |1, Il and 1V
i ndi cated bel ow and when necessary forns, |IIl, 1V and V. Copi es of these
forms are attached.

l. Report of Actual Incone. (DSS 2654).
1. Report of Actual Expenditures for Reporting Fiscal Year.

(DV 1).
[l Charges from Parent Organization (DSS 2856).
I V. Suppl erent al Menorandum Report. Enpl oyee Distribution by Job

Classification. (DSS 2668-1, 5 and 6).
V. Report of Allocation Methods (DV 2).

VI . Purchase of Service Schedul e (DSS 3307).
Vi, DV Resi dential Program Bed N ght Statistics (Dv-3).

Unl ess ot herwi se specified, the tinme period for these forns is from
January 1 through Decenber 31. The figures on these forns should match the
figures on the CPA Report or Tax Return submitted wth them If the
donmestic violence program was not in operation for at least six nmonths in
the reporting year, a budget based on current year expenses can be
submi tted.

These fornms nust be wused by the agency for its fiscal subm ssion and
shoul d not be substituted with conmputer printouts, etc.

General |y Accepted Accounting Principals

GAAP standards are to be wused in conpleting the above reporting
forms.

The Accrual Basis for Accounting Required:

- For the accounting nmethods and reporting periods, any changes wl|l
require approval by the New York State Departnent of Social Services.

-  Replacenent and acquisitions of property, plant and equi prent shoul d
be distinguished as minor or ngjor itens. Mnor itens, which may be
expensed, are defined as individual itens costing less than $500.
I ndi vidual i zed itenms costing $500 or nore shoul d be depreci at ed.

- The straight-line nethod of computing use charges (Depreciation) on
owned property, plant and equi pnment is required.

- I ncone and expense anounts should be rounded to the nearest whole
dol I ar anount.

- Donated volunteer services and itens should not be reported as actua
expenditures or income but nmay be docunented on a separate sheet of
paper.



ATTACHVENT B

. I NSTRUCTI ONS FOR COVPLETI NG (DSS 2654) REPORT OF ACTUAL | NCOVE FORM

In conpliance with New York State's full financial disclosure policy,
each agency is required to report all revenue. Revenue nust be reported
regardl ess of whether or not it is applied to operating expenses. Each
source of revenue nust be clearly indicated for the January to Decenber
cal endar year.

The Report of Actual Income formis divided into three sections:
Section A - Government Gant | ncome
Section B - Fee for Service |Incone
Section C - Oher I|Incone

The col um "EDP Code" should be |eft blank (DSS Use Only).

Al'l other columms have been | abel ed by programtypes. Each Program Type
Colum is called a "Cost Center."

I ncome reported in Sections A, B and C nust be assigned to the
appropriate program cost center. Where inconme is attributed to nore than
one programit should be allocated to each affected program Enter the

difference between the gross incone for the agency and the Program Cost
Centers under the Col um headed "Non Donestic Viol ence".

Section A - Governnent Grants

Use this section to report grant revenue from all government sources
that is wused to reduce agency operating expenses. The i nconme nust be
all ocated to the appropriate cost center. Li st each source of incone
separately. (Do not lunp sum. The foll owi ng gives exanpl es of the
types of incone reported under Section A It is not intended to be al

i ncl usive.

- NYS Crine Victinms Board.

- NYS Soci al Services Mintenance Grants

- Federal Energency Managenent Agency Grants
- NYS Departnment of Health Grants

- Community Service Block Grants

- Local Social Service Departnent Grants

- Division for Youth Grants
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Section B - Fee for Service

Report revenue received from Governnent and non- Gover nnent sources
for services provided.

The following is a list of Section B Incone. It is not intended to be
all inclusive.

- Local Social Services Departnent

- Third Party I nsurance Paynents

- Oher States (New Jersey, Pennsylvania, etc.) Reinbursenents
- Private Fees Collected

Section C - Oher |ncone

Report all other agency incone in this section. The sources and
anounts rmust be specifically identified.

The following gives exanples of the types of inconme to be reported
under Section C. It is not intended to be all inclusive.

- Gants from Foundati ons, Corporations or other private sources

- Interest Incone

- Capital @Gins

- Capital Losses fromlnvestnents (should be shown as a negative nunber
and subtracted fromthe total)

- Private Donations, Legacies and Bequests

- Contribution or Allotnents fromthe United Wy, Conmunity Chest,
G eater New York Fund, etc.

-  Enpl oyee Donation - other than to pay for expenses incurred by agency
per sonne

| NSTRUCTI ONS FOR COVPLETI NG REPORT OF ACTUAL EXPENDI TURES FORM (DV-1)

I NSTRUCTI ONS FOR PURCHASE OF SERVI CES SCHEDULE ARE ALSO IN THI S SECTI ON
SEE THE | NSTRUCTI ONS FOR ACCOUNT 04, PURCHASE OF SERVI CES.

a) General Instructions:

Al'l agency expenditures nust be reported. The total expenditures
nust agree wth the expenditures certified by the CP.A report or
fiscal year tax return.

Al'l gross expenditures shall be reported by programtype (DV shelter,
DV program safe home network, sponsoring agency, non-resi denti al,
etc.). Only report allowable itens of expense in the program cost
centers. Agenci es which operate nore than one type of residentia
facility shall report aggregate expenditures for all such simlar
types under one cost center, (e.g., if an agency operates two safe
dwel lings, conbine all the expenses in one safe dwelling cost
center).
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c)
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Expense lines 1-30 on the DV-1 formare called "accounts" throughout
these instructions. DO NOT ALTER the account titles. |f you are not
sure where an expense goes, call your Resource Managenment consultant

Detailed Instructions:

- Al agency program expenses nust be reported, including non-
donesti c viol ence program expenses.

- Colum 1, Gross Qperating Expenses. Report the total expenses for
the reporting period for all prograns.

- Colums 2- 7, Program Cost Centers. Enter the total allowable
expenses for each cost center. Enter the difference between gross
amounts (colum 1) and the allowabl e amounts for all prograns in the

col unmm headed " Non-Donestic Viol ence". (Please note that this is
di fferent than Account #30 "non-all owable.")

- Al | onabl e Expenses. Those expenses related to the care,
mai nt enance and services provided to victins of domestic violence.

- Non- Al |l owabl e Expenses. Those expenses not related to the
provision of care, nmaintenance and services to victins of donestic
vi ol ence or not allowable for DSS rei nbursenent. Exampl es of non-
al | owabl e expenses include special research or denbnstration projects
for public or private organizations. Fund raising expenses and
i nvestment counseling fees are also non-allowable. Non- al | owabl e
expenses are reported in a colum | abeled "non-all owabl e. "

Further explanation of non-allowable expenses is included in
specific definitions of expense itens which follows.

- Central Administration Expenses - |f any agency elects to report a
central administrative cost center, the ambunt will be allocated by
the Departnent to specific prograns to determ ne program cost. In

such case, the applicant nust label a Columm on Form DV-1 entitled
"Managenent and General " and breakdown the rel ated expenses under the
appropriate accounts.

Cost All ocation

Any expenditure which cannot be directly charged to a specific
program nust be allocated to all prograns which benefit fromthe
expendi ture.

- Direct Charges -are those expenditures exclusively charged to a
specific program For exanple, a person who works only in a specific
program would have his/her salary and fringe benefits charged
directly to that program
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- Alocated Charges - are general agency shared support and overhead

expenses. Agencies shall use a fair and reasonable nethod to
all ocate costs that are shared by prograns. Any al | ocation nethod
that provides for a reasonable distribution of cost and can be
substantiated at tine of audit is acceptable. The al | ocati on net hod
chosen nmust relate to the type of expense. For exanpl e: property
expense- - sq. f eet, f ood-bed nights, vehi cl es--percent of use.

Agencies which allocate costs nust also submit the Report of
Al l ocation Methods Fornm.  (DV-2)

Sone exanpl es of acceptable allocation nmethods are:

1) Allocating costs on the percentage basis of direct charges of a
specific programto the total of all agency-direct charges.

2) Square feet of floor space in the physical plant.
3) Percent of residential populations.
4) Percent of vehicle use.

The following exanples will help to clarify this issue: Let us assune
your agency operates a DV shelter, a DV program and a Safe Home NetworKk:

Property Costs - The central office space is 1200 square feet
containing desk and file space for one Executive D rector, one
Secretary, Counsel or, one Program Aide, and one Fund Rai ser. To
simplify, let's assume each worker is assigned 200 square feet and

rent for the office space is $10, 000. The Executive Director, the
Secretary and the two Counsellors are equally shared by the three
progranms and the Program Aide is assigned to the safe hone network
and the fund raiser works full time raising funds.

DV Shel ter DV Progran  Safe Hone Non- Al | owabl e

Direct Sq. Ft. 200 200
Al l ocated Sg. Ft. 266. 7 266. 7 266. 6 -
Percentage of Sq. Ft. 22.2% 22. 2% 38. 9% 16. 7%
Rent al Cost $2, 220 $2, 220 $3, 890 $1, 670
Food Costs - Food is distributed between the DV Shelter and the DV

Pr ogr am The DV Shelter provided 5,000 bed nights and the DV Program
provided 2,500 bed nights. Therefore, 66.7% of the cost of food is
all ocated to the DV Shelter and 33.3%is allocated to the DV Program

Vehi cles - This agency has two vehicles which are used by staff in each
program The total annual nileage for both vehicles is 30,000 mles.

Staff assigned to the DV Shelter travelled 6,000 mles, staff assigned
to the DV Programtravelled 9,000 miles and staff assigned to the safe
hone network travell ed the remaining 15,000 mles. The vehicle cost

woul d be allocated 20%to the DV Shelter, 30%to the DV Program and 50%
to the Safe Home NetworKk.
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Salaries - The salaries of staff who work in nore than one program
shoul d be all ocated based on hours spent in each program This can be
tracked by tine records that show the hours worked in each program

d) Chart of Accounts (Expense Lines) and Definition of Expenditures:

Each account nunber 01 through 30 below corresponds to the account
nunbers on the Report of Actual Expenditures Form

Sal ari es: Enter all taxable and non-taxable sal ari es and wages paid or
accrued to enpl oyees on the agency payroll

I ncl ude severance pay to regul ar enpl oyees. Credit this account wth
Worker's Conpensation awards, jury duty fees and disability clains
received.

Do not include consultant fees, donated services, or the wages paid to
the agency personnel who are paid by a source other than the agency,
such as Youth Board Workers, teachers, etc. The value of neals and
| odgi ng provided to enployees in lieu of salaries should not be credited
to this account. These costs are credited to the other applicable
expense accounts.

Account 01 is separated into three sub-accounts or classifications. A
brief description of each sub-account and a partial list of job titles
for each of these sub-accounts follows. Enpl oyees who spend the
majority of their time working in one of the three job classifications
should be reported in that job classification. Allocation between job
classification may only be done with prior, witten approval from the
Depart nment.

Li st of Acceptable Job Titles

ADM NI STRATI VE: Per sons whose primary function is the genera
managenent and daily admnistration and operation of the agency in
accordance with applicable rules and regul ations of the Departnent of
Social Services, all other applicable requirenents of law and of the
policies of the governing board.

Adm ni strative Job Titles:

Assi stant Executive Director Adm ni strator

Associ ate Director Director of Personne
Director of Division Fi nanci al Director
Executive Director Account ant

Busi ness Manager O fice Manager
Bookkeeper Clerk/ O fice Wrker
Recepti oni st Typi st/ St enogr apher
Secretary Program Di rect or

Adm ni strative Assistant
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PROGRAM SUPPORT: Persons whose primary function is to provide support,

counsel ling, supervision of the activities of clients in care, and
general devel opnent, planning and coordination of services to victins
of domestic viol ence.

Pr ogram Support Job titles:

Project Director

Crisis/Hot Line Wrker Advocat e
Soci al Worker Case A d
Counsel or Recreation Wrker
Cook Driver/Escort
Dietician Soci al Work Supervi sor
Gui dance Counsel or Ni ght Supervi sor
Vol unt eer Coor di nat or Shel t er Manager
MAI NTENANCE: Persons whose prinmary function is the nai ntenance and

repair of the buildings and grounds.

Job Titles:

Mai nt enance Worker Cust odi an
Housekeeper/ Donesti c Jani t or
Wat chman/ Security Handynman

FRI NGE BENEFI TS AND PAYROLL TAXES

Social Security - Enpl oyer portion of FICA taxes.

Insurance - Life/Health - Agency cost of life, disability, denta
and health insurance plan.

Pensi on and Retirenent - Agency cost of enployee retirenent benefit
pl an.

Worker's Conpensation/U. |1.B./N Y.S. Disability - Agency cost of
Worker's Conpensation, Unenpl oynent |nsurance Benefits and N. Y.S.
Disability Premuns., Include «credits for premum refunds and

enpl oyee contri butions.

Vacation Accrual and/or Sick Leave - Agency's accrual of vacation
and sick |l eave, that enployees have earned but not yet taken, for
the reporting fiscal year only, providing the foll ow ng four
conditions are met:

The enpl oyer's obligation is attributable to enpl oyees;
The obligation relates to rights that vest or accunul ate;
Payment of the conpensation is probable, and

The anmount to be paid can be reasonably esti nated.

PonNE
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In order to properly account for all these benefits, a base anount
of accrued | eave nust be established from November 1, 1980 to the
current reporting period. The portion of allowable accrued vacation
and sick leave to be reported in this account is the anount, positive
or negative, of | eave accrued during the reporting fiscal year only,
not retroactively. The method of charging the vacation or sick |eave
credits wll be simlar to the "LIFO' inventory nethod, or the |ast
accunul ated credit is the first charged credit.

The foll owing exanples will help to clarify this issue:

0 An agency has an enployee who has accumulated 50 days of
vacation and sick |eave from Novernber 1, 1980 to the current

reporting period. During the <current fiscal period, t he
enpl oyee earns an additional 15 days of |eave. The enpl oyee
uses seven days of leave during this period. For fisca

reporting purposes, the agency should report dollar value of the
eight (8) days as accrued tinme. The seven (7) days the enpl oyee
used is offset by the 15 earned days.

TRANSPORTATI ON AND WORKER S EXPENSE: Report expenses incurred by
agency enpl oyees in connection with the care, counselling, and support
of persons in care. These are nil eage charges, worker's phone calls,

and office visits.

Enpl oyee transportati on expenses for conferences, senminars or training
progranms are reported in Account 20, Conference Expense.

PURCHASE OF SERVI CES: Paynents for services purchased from i ndependent
contractors such as kitchen or dietary services, security guards,
temporary office hel p, garbage collection, maintenance of grounds, data
processing, |egal services, nedical services, etc.

ACGENCI ES REPCORTI NG COSTS IN THI S ACCOUNT MJUST COWPLETE FORM DSS- 3307
PURCHASE OF SERVI CE SCHEDULE. | NDI CATE THE TYPE CF SERVI CE, THE TOTAL
COST AND THE ALLOCATI ON OF COSTS BY PROGRAM

EXAMPLE: The first line on this formis labelled "Data Processing".
On this line, report all expenditures for data processing included in
Account 04.

Tot al Al'l ocati on by Program
Type of Service Expense Shel ter Saf e Hone Non- Al | owabl e
Dat a Processing $10, 000 $5, 000 $4, 000 $1, 000

If a parent organization or affiliated agency provides services that
woul d otherwise be provided by agency staff, report these costs in
Account 29, Charges from Parent O ganization.
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FOCOL: Report the <cost of food purchased for the clients and staff.
I nclude the cost of neals purchased off grounds and charges for the
delivery of food purchased.

CLOTHI NC: Report the cost of clothing and materials and supplies for
maki ng clothing. Include clothing purchased for the stockroom and
i ndi vidual cash clothing all owance.

BEDDI NG and LI NEN: Report the cost of purchased bl ankets, sheets,
rubber sheeting, diapers, pillow cases, pillows, bedding, tablecloths,
napki ns, towels, wash cloths, staff uniforns, etc. Al so report the
cost of rental |inens. Mattresses and springs are reported in Account

08, Supplies and Equi pnent

SUPPLI ES AND EQUI PMVENT: Report the <cost of consumable supplies
i ncluding freight and delivery charges for nmaintenance, househol d,
kitchen, recreation, laundry, etc.

Repl acenents and acqui sitions should be distingui shed as nmaj or or m nor
itens. M nor itens are defined as individual itens costing | ess than
$500. These are expensed. Items costing $500 or nore shoul d be
capitalized and the depreciation reported in Account 28, Use Charges

RENT: Report the rent for real property and utilities if they are
included in the rental agreenent. If the utilities expense can be
identified separately, it is reported in Account 12, Utilities.

RENT - FURNI SHINGS AND EQUI PMENT: Report the cost, i ncl udi ng
installation charges, of rented furnishings and equi pnent.

RENT - VEHI CLES: Report the cost of vehicles rented or |eased by the
agency. Include services and nmai ntenance costs if they are part of the
rental or |ease agreenent. Enpl oyees' personal use of agency vehicles
is reported as non-all owabl e.

UTILITIES: Report utility costs as foll ows:

A. Fuel Gl - Report the cost of fuel oil, coal, kerosene and bottled
gas on this line.

B. Natural Gas - Report the cost of natural gas on this |ine.
C. Eectric - Report the cost of electricity on this |ine.

D. G her - Report the cost of all other utilities not included above on
this line. Exanples are water and sewer charges, firewood, etc.

REPAI RS AND MAI NTENANCE - PLANT AND EQUI PMENT: Expense for the
mai nt enance, repairs and service contracts for plant,(facility,
resi dence or office), of fice equipnent, stationary and novable

equi pnent. Differentiate between expenses charged to plant (Line A) and
equi pnent (Line B)
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Supplies wused for repairs nade by agency staff are charged to Account
08, Supplies and Equi pnent. Expenditures for repairs which prolong the

useful life of an asset, increase its value or adapt it to a different
use are capitalized with depreciation reported in Account 28, Use
Char ges.

REPAI RS AND MAI NTENANCE VEH CLES: Report the cost of maintenance,

repairs and service contracts on agency vehicles. For rented vehicles,
only include repair and mai ntenance costs not covered by the rental or
| ease agreenment. Costs for enpl oyee-owned vehicl es are non-all owabl e.

TELEPHONE: Report all tel ephone costs in this account. I nclude the
regul ar billings from the 1local telephone conpanies, answeri ng
services, direct lines, etc. Credit this account with refunds for

personal tel ephone calls.

POSTAGE: Report the cost of postage stanps, postage neter rentals and
mailing permts.

DUES/ LI CENSES/ PERM TS: Report the following costs in this account:
Menber shi ps in nat i onal or | ocal organizations, pr of essi ona
certificates, birth and death certificates, permts for the storage of
fuel, al cohol and other inflanmmables.

OFFI CE SUPPLI ES: Report the cost of consunmable office supplies
including freight and delivery charges. Include typewiters, addi ng
nmachi nes, etc. Capitalize itens costing $500 or nore and report the

depreciation in Account 28, Use Charges

I ncl ude paynents to printers and comercial artist for |etterheads,
panphl ets, financial reports, office forns, checks, annual reports,
etc.

SUBSCRI PTI ONS/ PUBLI CATI ONS: Report the cost of books, peri odi cal s,
nagazi nes, newspapers, etc. I ncl ude subscriptions and single copy
pur chases.

CONFERENCE EXPENSE: Report the cost of outside conferences related to
agency business. Include registration fees, transportation, |odging and
neal s.

ADM NI STRATI VE EXPENSE: Report administrative costs that support the
agency service prograns but are not directly identified with any
particul ar service function. Exanpl es are agency board and commttee
neetings, general staff meetings, organization and procedures surveys,
gratuities to non-enpl oyees, gifts to staff on special occasions, etc.

Include expenses that are admnistrative in nat ur e, but not
specifically identified on this chart of accounts, such as appraisals
of plant.
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STAFF DEVELOPMENT: Report the cost of seminars, training prograns and
courses authorized by the agency.

PUBLICITY: Report the cost of infornational material that is necessary

to the agency program function and activities. Exanpl es are materials
for recruiting safe hone providers, agency staff, and community
educati on.

General public relations material such as agency filns and news
rel eases is considered as fund-raising and nust be reported as non-
al | onabl e.

AUDI T, LEGAL AND ADVI SORY FEES: Report the cost of audit and | ega
servi ces.

Pur chased Bookkeepi ng services are reported in Account 04, Purchase of
Servi ce.

| NSURANCE: Report the cost of insurance including liability, fire and
theft, burglary, plate glass, autonobile, etc. Credit this account
wi th dividends, refunds and rebates received frominsurance carriers or
agents.

I nsurance costs related to enpl oyee benefits are reported in Account
02, Fringe Benefits and Payroll Taxes.

| NTEREST: Report interest expense that is related to the particul ar
program

A. Debt Service:- The interest on bank | oans, bonds, nortgages, etc.
if the expense is to inprove the conditions of agency property.

B. Operations:- Interest expenses if incurred in order to solve cash
flow problens. This expense is subject to the follow ng conditions:

1) The interest is charged by a financial institution such as a
bank.

2) The interest charges nust be reduced by any earnings on the
i nvestrment portfolio or unrestricted agency funds. This includes
board restricted funds.

3) The interest expense incurred is for the m ninmum anount
necessary to continue agency operations, i.e., borrowing against
receivables in excess of day-to-day operating expenses is not
all owabl e for rate setting.
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TAXES: Water, school, property and other taxes paid by the agency.
I ncl ude the New York State Corporation Franchise Tax. Not -for-profit
agencies nust apply for tax exenpt status for property taxes. |If an
agency does not apply for tax exenpt status for property taxes, t hese

taxes are not allowable. GCenerally, property taxes will be considered
allowable the first year a building is obtained by an agency or when a
| ease agreenment specifies that the agency is responsible for the
paynent of such taxes.

Payments for Federal, State or City incone taxes are not allowable.

USE CHARGES: Report the use charge (depreciation) for owned property,
plant and equipnent. The basis for the charges is the initial actua
cost or historic appraised value (in the cases where the historica
cost cannot be determ ned) of each asset divided by the useful life.

The straight Iine nmethod of conmputing use charges (depreciation) on
owned property, plant and equi pnment is required.

Al l owabl e useful lives for facilities, buildings or property owned by
the agency are as foll ows:

Bui | di ngs:
Brick and Mortar Construction 40 years
Wbod Frane Construction 25 years
Land | nprovenents 20 years
Furni ture and Equi pnent 10 years
Vehi cl es 3 - 5 years
Leasehol d | nprovenents 3 -15 years

CHARCGES FROM PARENT ORGANI ZATI ON: Report the cost of support services

provided by the agency's parent organization. Exanmpl es are clerica
staff, suppl i es, duplication services, techni cal consul tants.
bookkeepi ng servi ces, etc. If costs are reported in this account,

Form DSS 2856 Suppl emental Menorandum Report Charges from Parent

Or gani zation nust be submtted.

Charges from parent organi zations are allowed only if they are charged
to all related agencies on the sane basis.

| NSTRUCTI ONS FOR COVPLETI NG SUPPLEMENTAL NMEMORANDUM REPCORT
CHARGES FROM PARENT ORGANI ZATI ON. (DSS 2856) .

This form mnust be conpleted if expenditures were reported in Account
29. Charges from Parent Organi zati on.
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El ements of Cost I|ncluded in Charge

The nature of the service provided (i.e., duplicating nmaterials,
clerical staff, supplies, technical consultant, bookkeeping services,
EDP Services etc.) nust be itemzed wth the correspondi ng anount
char ged. The total parent organization charge nust agree wth the
amount reported in Account 39 (Dv-1). If any el enment of cost is
covered by a Purchase of Services Agreenent, designate such cost by
using the letters P.QOS. after the description of the cost in the
"nature of expense" section.

Descri ption of Method by which Parent Organi zati on Determ nes Charge

Descri be how the parent organization allocates the charge to your
agency. Charges are allowable only when they are charged on the sane
basis to all related agenci es.

Descri pti on of Method by which Parent Organization Charge is Allocated
to Program Cost Centers

Descri be t he allocation nethods wused to distribute the parent
organi zation charge along with an expl anation of how the nethods were
deri ved. These nmethods nmust conform with the general accounting
st andar ds.

All ocation to Program Cost Centers

Record the ampunts reported in Account 29.

I nstructions for Suppl enmental Menorandum Report - Enpl oyee Distribution
by Job C assification

This report is wused to distribute salaries and full tinme equival ent
(FTE) positions by job classification to the different program cost
centers. A separate page is provided for each of the three job
classifications: Administration, Program Support and Mai ntenance.

Job Cl assification
Report each job title filled during the reporting peri od.

Admi ni stration, Mai nt enance and Program Support positions should be
reported using the job titles found in the instructions for Account 01
Report of Actual Expenditures.

A job title should be included in only one of the three job
classifications wunless the Departnment has given prior, witten
approval . If ajob title has both full and part-tinme positions, they
shoul d be conbined on one line. Therefore, each job title should have
only one line.
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DSS Code (Col. 1)
DSS USE, LEAVE BLANK
H ghest Gross Annual Salary (Col. 2)
I ndi cate the agency's highest annual salary paid for each job title.
Lowest Gross Annual Salary (Col. 3)
I ndi cate the agency's | owest annual salary paid for each job title.
Sal ary Agency Total (Col. 4)
List the total salary amobunt paid for each job title. The sub-tota

for each job classification nust correspond to the total salaries
reported on account 1 of the Report of Actual Expenditures.

FTE, Agency Total (Col. 4a)

Indicate the nunber of full time equivalent positions paid by the
salaries listed in Colum 4. Full tinme equivalent (FTE) is defined as
the actual fractional or whole nunber of positions filled during the
reporting year. Do not carry out nunbers to nore than two decinal
pl aces.

For exanple, a full-tine worker is hired on June 1, (six nonths after
the start of the reporting year). Since that person was paid for one-
half vyear, .5 FTE of a worker is reported. If the position was half
time, .25 FTE should be reported (.5 years x .5 tine = .25 FTE)
A formula to determine full time equival ency foll ows:
FTE = (Nunber of nonths worked divided by 12) x (nunber of hours worked
per week divided by the agency standard work week). This formul a
applied to the half tine worker nentioned above woul d show.
(6 nmont hs worked divided by 12) x (20 divided by 40)*

.5 x 5 =.25 FTE
*Based on a 40-hour work week.
FTE workers who work overtinme are also calculated with this formula.

For exanple, a worker with a standard 40 hour work week who al so works
an average of five hours overtine each week woul d be shown as foll ows:

12 divided by 12) x (45 divided by 40) (Note: The exact answer,

x 1.125 = 1.13 FTE 1.125, is rounded up
to 1.13 since nunbers
are not carried out
to nore than two
deci mal pl aces.

(
1
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Sal ary (Cols. 5 through 8) Use additional forms if nore columms are
needed.

Sal ari es nust be distributed to program cost centers on the sane
al | ocati on basis used on Report of Actual Expenditures. Sal ari es for
fund raising and i nvestnment counseling nust be reported in a separate
colum | abell ed "Non-al |l owabl e. "

FTE, (Col s. 5a through 8a) use additional forns if nore colums are
needed.

Report the full tine equivalent positions by job title and program
using the fornula described above. The total full tine equivalent
positions nust equal the total for each job title listed in Colum 4a.
USE A SEPARATE SHEET OF PAPER TO REPORT VOLUNTEER WORKER FTE'S | N EACH
JOB TITLE. DO NOT COMBI NE PAI D AND VOLUNTEER FTE' S ON ONE LI NE. Do
not estinmate a cost for volunteer FTE's on this fiscal form

EXAMPLE DI STRI BUTI ON OF WORK SALARY AND FULL-TI ME EQUI VALENCY

V. Instructions for conpleting Report of Allocation Methods

Al applicants with expenses that are shared anpong progranms, nust conplete
this form

Colum 1 - "Acct.#" - Use the nunber for the account from Report of
Actual Expenditures.

Col um 2 - "All ocati on Method Used" - Indicate the nmethodol ogy used
as a basis for distribution of allocated cost. A
conpl ete description is required.

Colum 3 - "Total Expense" - Anmpunt reported in the applicable
account fromthe DV-1 Form
Col um 4 - "Direct Expense" - Portion of Total Expense (Col. 3)

charged directly to the cost center.

Colum 5 - "All ocated Expense" - Portion of Total Expense (Col. 3)
all ocated to the cost center.

Colum 6 - 10 "Distribution of Allocated Expense" - This portion of
the form consists of two parts, Amount and Percent.
Each program which generates a portion of the Allocated
Expense should be identified with the percent of
Al |l ocat ed Expense and the anount which it contributes.
NOTE: Colums 6 - 10 nust equal 100% of Col um #5. *
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I Your Regional Ofice Director:

! BRO - Linda Brown (716) 847-3145 USER ID. 89D421
' RRO - Linda Kurtz (716) 238-8201 USER ID: OFHO10
I SRO - Jack Klunp (315) 423-1200 USER ID:. 89W)05
! ARO- WIlliamDorr (518) 432-2751 USER ID: AV4260
' MRO - Fred Cantlo (212) 383-1788 USER ID: OFQ®10
| Econonmic Security: Maureen Standish (518)473-6555
' USER ID: AY9850

| DV Rate Methodol ogy: Santo Vivona (518) 486-3438
I USER ID:. AZ1440

I Medi cal Assistance: Shari N edbal ec (518) 473-5503
I User ID AV0410



