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Important Policies to Note
Updated 2.3.26

Notice of Availability of Language Assistance Services
and Auxiliary Aids and Services

teamwork@advocatesincorporated.org

English: Advocates provides language assistance services and auxiliary aids and services to individuals, families,
employees and other affected individuals free of charge. Contact Advocates for further information.

Spanish: Advocates ofrece servicios de asistencia linglistica y ayudas y servicios auxiliares gratuitos a
particulares, familias, empleados y otras personas afectadas. Para mas informacion, contacte con Advocates.

Chinese: Advocates A ™A ~ X ~ AL AMEMEIMA TR HZREIESHEIRS « #HEhEE TERR
% - 158X % Advocates THREZE R,

Advocates wei gerén, jiating, yudngong hé gita shou yingxidng rénshi midnfei tigong yuyan xiézhu fuwu, flzhu
flzhu gongju hé fawu. Qing lidnxi Advocates lidojié geng duod xinxI.
Russian: Advocates npeaocTaBAfeT yCayrn A3bIKOBOM MOMOLLM M BCMIOMOTraTe lbHble CPeacTBa M yCayrm

OTAE/IbHbIM IMLIAM, CEMbSAM, COTPYAHMKAM W APYTMM NOCTPaZaBLLIMM nnlam becnnaTHo. CBAXKMUTECH C
Advocates an1a nony4yeHma AONOAHUTENBHON MHPOPMALIUN.

Advocates predostavlyayet uslugi yazykovoy pomoshchi i vspomogatel'nyye sredstva i uslugi otdel'nym litsam,
sem'yam, sotrudnikam i drugim postradavshim litsam besplatno. Svyazhites' s Advocates dlya polucheniya
dopolnitel'noy informatsii.

Yiddish: |IX 1790y ,0U7MNQ , DTN IX DAIITNA [IK DTN MUIZIMN [IN DAY 9710 IX19Y DUTHINTG DUDKRPINIITN
.U'XNDWQ{QJ'N qUn N9 DUDNPNIIT DPRLIND .'7?;&9?;{ [19 "9 |WDIVUN TRLPVAX VIVUTIN

advokates provides shprakh hilf badinungs aun agzilyeri aids aun badinungs tsu ikhidim, familyes, employiz aun
andere afektad mentshn frey fun optsol. kontakt advokates far mer informatsye.

Haitian: Advocates bay sevis asistans lang ak eéd ak sévis oksilyé bay moun, fanmi, anplwaye ak ot moun ki
afekte yo gratis. Kontakte Advocates pou plis enfomasyon.

Bengali: STGTONF0A &, ARAF, FHCIA I3 T HfoAS FFSH [T O r T2
ATCIA 72 STRITP STRITOT ]2 ATFIT A P | WKS OLATH GNY GO P OIS AN
CIISITS e |

Ayadabhokétasa byakti, paribara, karmacari ébam an'yvan'ya ksatigrasta byaktidéra binamulyé bhasa sahayata
pariséba ébam sahayaka sahayata ébam pariséba pradana karé. Ara'o tathyéra jan'ya ayadabhokétadéra sathé
yogayoga karuna.
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French: Advocates offre gratuitement des services d'assistance linguistique et des aides et services auxiliaires
aux particuliers, aux familles, aux employés et aux autres personnes concernées. Contactez Advocates pour plus
d'informations.

Arabic: () 2t o0 @2 ALY b gallg Jw)]b AJ.SBU LYl Gleuasdly lueluwlly Soaddl (o.Cu\.” Oloas" O gadlaall" dalaio IS
Q}xﬁUAJ\” \}Lp\j) cuknjl:.o.” oo J:JJA.U bb.m"_

tugadim munazama "almudafieuna" khadamat aldaem allughawii walmusaeadat walkhadamat al'iidafiat lil'afrad
wal'usr walmuazafin waghayrihum min almutadaririn mjanan. lilmazid min almaelumati, tawasaluu mae
"almudafieuna".

Italian: Advocates fornisce gratuitamente servizi di assistenza linguistica e servizi ausiliari a privati, famiglie,
dipendenti e altre persone interessate. Contatta Advocates per ulteriori informazioni.

Yoruba : Awon alagbawi n pese awon ise iranlowo ede ati awon iranlowo iranlowo ati awon ise si awon eniyan
kookan, awon idile, awon osise ati awon eniyan miiran ti o kan ni ofe. Kan si alagbawi fun alaye siwaju sii.

Korean : Advocates= 7HQ!, 7tZ, 2l &l Sl 7|Ef Hok= Hh= ALRS0| A A0 X| & MH|AQFEZE 7|7 8l

7
MHIAS FEZ2 M-S LICEH XME LHE2 AdvocatesH| 22|BHIAI L.

Advocatesneun gaein, gajog, jig-won mich gita yeonghyang-eul badneun salamdeul-ege eon-eo jiwon
seobiseuwa bojo gigu mich seobiseuleul mulyolo jegonghabnida. jasehan naeyong-eun Advocates-e mun-
uihasibsio.

Urdu : g ajf M\).Q Cado Olods _)3\ Slal g_)jbw )3\ Olods é dde 5 UlJ) _95 bb.é‘ DJJUA Jigb _)3\ u‘\A))LQ (uy\\.bb c.)\).é\ ;))sj
S ) a6y W S laglas wie

wakala afrad, khandanon, malazmin or degar matasarah afrad ko zaban ki madad ki khidmaat or maaun amdad
or khidmaat muft faraham karte hen. mazid malomat ke liye wakala se raabtah karin.

Tagalog (Filipino): Nagbibigay ang Advocates ng mga serbisyo ng tulong sa wika at mga pantulong na tulong at
serbisyo sa mga indibidwal, pamilya, empleyado at iba pang apektadong indibidwal nang walang bayad.
Makipag-ugnayan sa Advocates para sa karagdagang impormasyon.

Polish: Advocates zapewnia bezptatne ustugi pomocy jezykowej i pomoce pomocnicze osobom, rodzinom,
pracownikom i innym dotknietym osobom. Skontaktuj sie z Advocates, aby uzyskac¢ wiecej informacji.

Hindi: TSalde fdadl, URART, SHaTRA 3R 3= UHTad fdadl & fA:edb HTST TgradT Sand ik
eI eIy 3R JaTd UM R g | 31fdd THeR] & ol Tsdidhey I Jud B |

edavokets vyaktiyon, parivaaron, karmachaariyon aur any prabhaavit vyaktiyon ko nihshulk bhaasha
sahaayata sevaen aur sahaayak sahaayataen aur sevaen pradaan karata hai. adhik jaanakaaree ke lie
edavokets se sampark karen.
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Services provided at an employee’s home

Work conducted at an employee’s home is prohibited without prior authorization from the agency.
Authorization can only be given if the employee is a family member of the person receiving services.

Conduct with Individuals We Serve

e Employees cannot bring family members and/or friends to work while supporting an individual we serve.
e Employees cannot bring animals to work while supporting an individual we serve. An exception may be made
if there is a request for a reasonable accommodation for a service animal.

Service Transportation Provided by a Non-Mentor

Prior authorization is required for a non-mentor driver to provide service-related transportation. A mentor is
prohibited from providing services (as a passenger in the vehicle) while a non-mentor driver is providing service-
related transportation unless the non-mentor driver has received prior authorization from the agency. The non-
mentor driver must submit a copy of their driver’s license and proof of automobile liability insurance from their
automobile insurance policy to Advocates’ Human Resources as part of the authorization process prior to
providing service-related transportation

Guidance for when an Individual is admitted to a Hospital, Emergency Room, Residential School, or Other Institution

Medicaid or State funded services may not be provided by Advocates employees, including but not limited to,
mentor supports for Community Habilitation and/or Respite, while an individual is admitted to a hospital,
emergency room, nursing home/skilled nursing facility, residential school, or other institutional setting; to do
so is considered a duplication of service.

Services may be provided before the time of *admission to the hospital, ER or facility on the day of admission
and may resume after the time of **discharge from the hospital, ER or facility on the day of discharge.

*Admission to a hospital/ER is defined as when a medical bracelet is placed on the individual by hospital/ER
personnel. Admission to other facilities is defined as when a medical bracelet is placed on the individual
and/or when the facility officially “takes custody” of the individual and/or defines the individual as admitted.

** Discharge from a hospital/ER or other facility is defined as when the facility officially defines the individual
as discharged and no longer in the facility’s care/custody.

Participation in Hazardous Activities

During service hours, Mentors are prohibited from supporting individuals to participate in hazardous activities.
Hazardous activities are defined as activities that create a substantial risk of injury. Mentors are prohibited from
supporting individuals to sign liability waivers. If an individual signs a liability waiver independently or with the
support of their family/guardian, Mentors must obtain guidance from their agency supervisor to assess the risk
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involved in any activity prior to supporting an individual to participate. If participation in an activity requires
the Mentor to sign a liability waiver, Mentors are prohibited from supporting individuals to participate in the
activity without the approval of their agency supervisor. Mentors may not support an individual to participate
in the activity if the risk of injury is substantial.

Hazardous activities that are prohibited during service hours include, but are not limited to:

Operating or riding on high-speed motorized vehicles, including but not limited to all-terrain vehicles,
snowmobiles, jet skis and go karts.

Use of weapons, including but not limited to firearms, BB guns and paintball guns.

Mentors can support people with hobbies like woodworking and building furniture during CH time, but
cannot use or support the individual to use power tools due to safety/liability concerns.

Driving without a driver’s license, with the exception of supporting an individual to participate in driving
lessons from a driving school or from a professionally licensed instructor. When supporting an individual to
take driving lessons, Mentor’s vehicle may not be utilized.

Any activity that creates a substantial risk of injury.

Injury

As the people that we serve continue to lead increasingly active lives in the community the possibility of
injury unfortunately increases. The following policy is in place to help ensure that in the event of an injury,
the person’s injury is not inadvertently made worse:

In the event of an injury, employees must follow these instructions: if a person is not ambulatory (able to
walk) on their own, they should not be moved. The person’s parent/guardian/circle of support designee
should be contacted and informed of the situation. Unless the parent/guardian/circle of support designee
instructs otherwise, 911 should be called. If the parent/guardian/circle of support designee is
unreachable, 911 should be called.

Situations Involving a Motor Vehicle When the Individual Is In The Vehicle

If you are providing transportation for someone receiving services from Advocates and the vehicle you are
driving/in comes into contact with any other object regardless of damage or injury you must:

1.

NouhkwnN

Call 911 to access emergency medical attention if needed. If the individual is injured notify designee
immediately.

Notify the police regarding the accident

Remain on the scene until the police arrive to take a report

Notify the Support Broker or Coordinator

Notify Human Resources

Notify Compliance/Incident Management

Notify the circle of support designee
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NOTE: Auto accidents and/or moving violations may be considered an OPWDD Reportable Incident depending
on the circumstances of the situation and/or if the event results in injury or significant risk to the health/safety
of an individual receiving services.

Purchase or Use of Alcohol and/or Cannabis

This provides clear guidance to mentors on how to respond when an individual supported under Self-Direction expresses
a desire to purchase or use alcohol or cannabis, while maintaining compliance with OPWDD regulations, Medicaid
funding rules, and health and safety requirements.

e Individuals receiving self-directed services have the right to make personal choices, including those related to
legal substances, as long as those choices do not violate law, Advocates guidance, or health and safety
standards.

e Mentors may not purchase, transport, or handle alcohol or cannabis for or on behalf of the individual supported.

e If the individual wishes to purchase or use alcohol or cannabis, it must be done using their own personal money
and in compliance with New York State law and Advocates guidance.

e The mentor will guide the individual to understand that engaging in activities related to alcohol or cannabis is
not an appropriate or productive use of Community Habilitation time. Instead, this time should be dedicated to
building skills, fostering independence, promoting community inclusion, and supporting health and safety.

e If the individual chooses to make a legal purchase with their own funds during Community Habilitation that
aligns with Advocates guidance, the mentor will maintain professional boundaries and not participate in
substance use.

e If the individual’s request or use presents a health, behavioral, or safety concern, the mentor must follow the
person’s Safeguards and notify appropriate team members of their concern.

e In New York State, individuals must be 21 and older to use alcohol or cannabis. Cannabis consumption is
prohibited in vehicles, schools, workplaces, public transportation facilities, state parks, beaches, playgrounds,
and on federal property. Local municipalities may impose additional restrictions, so individuals must comply
with local ordinances.

Alcohol consumption in public places, including streets, sidewalks, and parks is generally illegal unless a special
permit or designated drinking zone is in place. Open container laws apply statewide, and violations may result
in fines.

Mentors will remind individuals that substance use in public spaces can lead to legal consequences and is not
appropriate during Community Habilitation time. If an individual chooses to consume substances legally, it
should occur in a private setting that complies with state and local laws
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Services provided to school age individuals

Medicaid and/or NY State Funded services cannot be provided at the same time as academic instruction or
other services provided/funded by the NYSED/school district regardless of service delivery location; this includes
mentor supports. Mentors cannot be clocked into either direct or indirect time during academic instruction or
other services provided/funded by the NYSED/school district.

Medicaid Funded services cannot be provided during hours when NYSED/school district services are usually
scheduled but unexpectedly cancelled (ex: bad weather, power outage, water main break, computer system
shutdown, etc.) or when a student is unable to attend due to illness or other activity (ex: doctor or dental
appointment). This includes mentor supports. Mentors cannot be clocked into either direct or indirect time.
Note: State Funded Family Reimbursed Respite through FSS or a Self-Direction Budget can be used when school
is cancelled, a student is sick or has an appointment.

Medication Administration

As per NY State, Advocates' employees cannot administer medication. If the person receiving services
cannot administer their own medication and a family member or natural support is not available to administer
medication, the person receiving services/designee should work with their Care Manager to identify a service
that can administer medication outside of Advocates' service hours.

The only exception to this may be emergency life-saving medication such as an epi-pen, with training and
oversight by a medical professional.

Hiring Family Members

As per the OPWDD Guidance, there are specific restrictions regarding hiring family members as self-hired staff.

e The family member is at least 18 years of age.

e The family member is not the parent (natural, adoptive, step or parent-in-law), legal guardian, spouse, or
adult child (natural, adoptive, step or child-in-law)) of the person receiving services.

e The service is a function not ordinarily performed by a family member and is necessary, authorized and
would otherwise be provided by another qualified provider of waiver services.

e The family member does not reside in the same residence as the person receiving services.

e A family member may not be hired to provide Live-In Caregiver or Paid Neighbor services.

NOTE:

e Family members are defined as those related to the individual by blood or marriage including siblings
(natural, adoptive, step or siblings-in-law), aunt, uncle, cousin, grandparent or grandchild and spouses of
aunts, uncles, cousins, grandparents or grandchildren.

e Same Residence is defined as an address/home recognized by the municipality (city, town, village, etc.) as
a single-family dwelling. For a residence to be considered a different residence the address/home must be
recognized by the municipality as a multi-family or separate dwelling.

e Family members hired as Mentors and/or Individuals/Circles must report any changes in the status of a
family member hired as a Mentor that impacts the mentor’s eligibility to work with their family member to
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the Agency Broker, Community Habilitation/SD/FI Coordinator, Human Resources and/or Compliance
immediately upon discovery of the change.

Securing PHI (vaccination status /S PHI)

All paper documentation must be secured at all times.

Electronic devices, containing and/or used for service documentation, must be password protected and
secured at all times.

Do NOT share your username/password with others.

Do NOT email or text information about an individual using non-encrypted systems.

Do NOT post PHI to social media, the My Choice Google Group or other public forums

All property belonging to the organization must be returned upon termination or separation of employment.
This includes but is not limited to the employee handbook, building keys/fobs and agency related documents
and files; both hard and electronic copies are to be considered property of Advocates. If not returned, the
company may take action to recoup the replacement costs/and or seek the return of the property through
appropriate actions.

NOTE: See included HIPAA/HITECH — Privacy & Security Basics informational sheet for further details

Social Media and HIPAA

Photos can be taken only with the permission of the person being photographed (or their parent/guardian
if under 18 years of age).

When possible, photos of and for the person receiving services should be taken using the camera, phone or
device of the person receiving services.

If a person receiving services would like to post photos on Social media (for example, Facebook, Instagram,
Twitter), the person receiving services can be supported to post them on their own Social Media.

It is NOT recommended that employees post photos of the individuals they support on their (the
employee’s) personal Social Media account.

NOTE: Posting a photo of an individual on an employee’s social media account can result in a HIPAA violation. A
person's likeness is considered individual identifying information. A simple reference such as "a great day with
my client" could be considered a HIPAA violation especially if additional information like the agency name or
any reference to the type of services provided are also included.

Recording/Monitoring Disclosure and Consent of Mentors

Audio and/or video recording/monitoring devices may not be used by individuals/designees receiving
services provided by Advocates during service hours, when the use of such devices may result in the
recording/monitoring of an Advocates’ employee, without the written consent of the employee.

Prior to using a recording/monitoring device for any purpose during service hours, the individual/designee
must notify Advocates by contacting the Fl Coordinator (SDS w/Budget) or Coordinator (ASCH) at the phone
number and/or email address provided on the Recording/Monitoring Disclosure and Consent Policy
Statement.
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e Once notified, the Fl Coordinator will inform the individual’s Broker or SD Coordinator of the planned use of
a recording/monitoring device during service hours. The Broker, SD Coordinator or Coordinator will contact
any affected employee(s). The employee(s) will be given the option to consent or decline to be
recorded/monitored during service hours. Employee consent or non-consent will be documented in writing
on the Employee Consent for Recording/Monitoring form, to be signed and dated by the employee, the
individual/designee and an agency representative.

e If an employee declines to be recorded/monitored and the individual still wants to use a
recording/monitoring device during service hours, a different employee may need to be hired. That new
employee must sign the

Employee Consent for Recording/Monitoring form before beginning work. Any additional employees hired
once a recording/monitoring device is in use during service hours must sign the Employee Consent for
Recording/Monitoring form.

Note: Ring doorbell, driveway cameras, Smart Home devices do not require consent. Alexa and similar devices
do not require consent unless the device is specifically programmed to record/monitor during service hours.

Prohibition on Gifts, Loans, Contracts, Agreements and Arrangements Between Employees and People
Receiving Services.

Advocates is committed to providing high-quality, person-centered services to individuals with developmental
disabilities in an atmosphere of the utmost trust, honesty, and integrity. To this end Advocates’ employees,
contractors, corporate officers, and Board members may not accept gifts, gratuities, and/or loans of any kind from
a service recipient, a family member or friend of a service recipient or enter into contracts, agreements and/or
arrangements, whether financial or for goods/services, with a service recipient, family member or friend of a
service recipient other than those contracts and agreements required/authorized by regulations for the provision
of authorized services. The limited exception to these prohibitions is if the employee, contractor, corporate
officer, or Board member is an immediate family member of the service recipient and the otherwise prohibited
activity takes place outside of service hours. Immediate family member is defined as service recipient’s
spouse/partner, natural/adoptive parent, child, or sibling, stepparent, stepchild, stepsibling, parent-in-law; child-
in-law; sibling-in-law; grandparent or grandchild, spouse of a grandparent or grandchild, aunts, uncles, cousins, or
primary guardian.

Guidance on Others Accompanying Individuals & Mentors During Services:

At the request of the individual receiving services, an individual’s friend, family member or other community

member/natural support may accompany the individual served and mentor during service time under the

following conditions:

e Requests must be placed at least a week in advance in order to ensure that service can be safely provided
2:1.

e The presence of the additional person must clearly be the choice of the individual.

e The individual/family who is requesting to bring a friend must put a request in writing to the Agency
Broker/Coordinator/SD Coordinator.
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e The mentor must agree to the additional person’s presence.

¢ The mentor must agree to the additional person’s presence in the mentor’s car during transport.

e If both individuals involved receive Advocates services, Agency Brokers/Coordinators/SD Coordinators
involved must review and discuss whether or not safeguards are compatible to safely provide 2:1 support.

e If the additional individual involved does not receive Advocates services, Agency Brokers/Coordinators/SD
Coordinators must inform the individual/family making the request that the mentor will not be providing
any services/supports to or be responsible for the safety of the additional individual.

e The Agency Broker/Coordinator/SD Coordinator of the individual asking their Mentor to bring a
friend must take point on completing the "Request to Have Someone Accompany During Services" form in
PandaDoc to request permission.

¢ "Request to Have Someone Accompany During Services" form must be approved by the Agency
Broker/Coordinator/SD Coordinator for each person, one Department Director (director of the department
of the person who initiates the form) and the Executive Director.

Respite Services:
In-Home Respite: Overnights for respite are limited to 42 nights from January 1% through June 30%" and 42 nights
from July 1%t through December 31°t.

Community Classes

Advocates requires that community classes be provided by adults 18 years or older. Advocates reserves the
right to make payment directly to the provider for community classes in lieu of reimbursement to the
individual/family. If payment is made directly to the provider a W-9 form must be submitted to Advocates.

Medicaid Compliance Reminder:

Self-Hired and Agency Supported Self-Directed Community Habilitation as well as Self-Hired Respite, Support
Broker, Fiscal Intermediary Services (Fl), Individual Directed Goods and Services (IDGS), Live-In Caregiver and
Paid Neighbor are funded by Medicaid. All Information submitted regarding these services must be complete,
accurate and truthful. Submitting and/or signing false information may lead to a charge of Medicaid fraud.

If you have questions on any policy, please contact Advocates for clarification, we are here to help!

(315) 469-9931; teamwork@advocatesincorporated.org
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