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Welcome from Michele Quigley, MPA

Ever since I joined Meaningful NY as Executive Director, I have been continuously inspired
by the way its community advances the premise and the promise of self-direction.
Together, everyone involved in self-direction helps create opportunities that enable
individuals with disabilities — physical or intellectual, visible or invisible — to lead even
fuller, more meaningful lives.

This guidebook is designed to equip fiscal intermediaries, support brokers, self-hired staff,
families, and self-direction participants with helpful resources to get the very most out of
self-direction services.

In these pages, we aim to clarify not only some of the key terminology, but also many
organizational policies and practices that enable us to fulfill our responsibilities to our
participants. We also provide key contacts for you to further explore your own integral role
in self-direction.

We hope you find this guidebook beneficial to you and your incredibly valuable work.

Thank you for being part of the Meaningful NY community!

Sincerely,
Michele Quigley, MPA
Executive Director
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About Meaningful NY (MNY)

Meaningful NY strives to empower people with intellectual and developmental disabilities
and families to live full, rich lives on their terms.

We are committed to fostering the promise of each individual to live a life of purpose
through responsive, evidence-informed practices, innovative solutions, and sustainable,
measurable results.

Our core values are:

● Person-First
MEANINGFUL NY exists to provide individuals the opportunity to direct their support
and services and to live the life they choose.

● Excellence
MEANINGFUL NY strives to deliver superior services that are responsive and
evidence-based, rooted in the best research available, and informed by continuous
quality improvement.

● Shared Accountability
MEANINGFUL NY is committed to using its resources responsibly to ensure that
each individual receives the services they need and deserve.

● Innovation
MEANINGFUL NY seeks to lead in developing creative solutions and new
approaches.

● Workforce Investment
MEANINGFUL NY is committed to a positive, healthy, learning environment where
professional and self-development is facilitated through rigorous training and
solution focused, strength based practices.
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Established in 2014, Meaningful NY Initiatives for People With Disabilities, Inc. (MNY) is a
federal 501(c)(3) non-profit corporation formed by the collaborative effort of leading New
York based organizations whose primary purpose is to improve the quality of lives of
people with intellectual and developmental disabilities (IDD).

Meaningful NY is an authorized Home and Community Services (HCBS) waiver provider and
is authorized to provide a full range of self-directed services including Fiscal Intermediary
services, brokerage services, Community Habilitation, Pre-Vocational Services, and
Supported Employment (SEMP).

Meaningful NY’s sponsor organizations are among New York State’s finest and have
demonstrated decades-long experience and advocacy to advance the cause and quality of
life for people with intellectual and developmental disabilities and their families.

The seven sponsor organizations are:
●
●
●
●
●
●
●

Access Supports for Living
Birch Family Services
Cerebral Palsy Associations of New York State
HeartShare
Lifespire
Services for the UnderServed
The Institutes of Applied Human Dynamics

People with intellectual and developmental disabilities put their trust in Meaningful NY, and
we strive continuously to help all of our community members live up to their full potential.
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Helpful Terms for Self-Direction

Circle of Support
An individual’s “Circle of Support” are the people who are personally invested in the
success of the individual with intellectual/developmental disabilities (IDD). The Circle
of Support typically includes:
●
●
●
●
●

Family members
Personal advocates
Fiscal Intermediary
Support Broker
Care Coordinator

The main function of the Circle of Support is to help individuals with IDD turn their
life plans into reality and their goals into accomplishments.

Community Habilitation (Com Hab / CH)
Community Habilitation—referred to as “Com Hab” or “CH”—is a Medicaid-funded
program that operates under the auspices of the New York State Office for People
With Developmental Disabilities (OPWDD).
Com Hab encompasses a range of personalized services that empower individuals
with IDD to best navigate their home spaces and their commutes to enhance their
quality of life.
Geared toward individuals who live independently or with loved ones, Com Hab
services are typically designed to help individuals with IDD with:
●
●
●
●

Daily living skills such as personal care and safety in the home.
Home economics such as food preparation, budget management, and
caring for belongings.
Travel skills including using public transit and navigating city streets.
Social skills including interpersonal dynamics, community relationships,
self-advocacy, and making informed decisions.

Through self-directed Com Hab, individuals with IDD may hire their own staff or
collaborate with family members to best tailor their everyday lives. Com Hab
workers have been considered “essential workers” during the COVID-19 pandemic.
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Employer Authority / Budget Authority
In alignment with Medicaid requirements and regulations, the New York State Office
for People with Developmental Disabilities (OPWDD) defines authority as the degree
of direct control and input that individuals with IDD receiving services may use when
they choose to self-direct their services.
Employer Authority refers to arrangements where the individual determines the life
activities that will be supported and the exact manner in which such support will be
provided. Accordingly, the individual hires, schedules, and supervises the staff who
support them—with full authority to evaluate staff performance and make staffing
decisions as they feel necessary.
Budget Authority refers to arrangements where the individuals have decision-making
power with respect to the goods and services they wish to receive and how they are
purchased. All individuals who elect to maintain Budget Authority are required to
work within a Personal Resource Account. They may access needed goods or
services through Individual Directed Goods and Services (IDGS), with a Fiscal
Intermediary (FI) collaborating with the individual to complete billing and payment
for goods and services identified in their Self-Directed Budget.

Fiscal Intermediary (FI)
A Fiscal Intermediary helps manage the Medicaid funding associated with an
individual’s self-directed plan. FIs support individuals in recruiting self-hired staff
and coordinating dispersal of budgeted funds.

Individual Directed Goods and Services (IDGS)
Individual Goods and Services—”IDGS” for short—allow for individuals with IDD to
self-direct their own budgets for the goods and services they need to carry out their
life plans.

Respite
In the context of self-direction, respite refers to the processes put in place to ensure
the health and safety of an individual with IDD when a caregiver is absent. Often, a
self-hired staff member will provide oversight. Either the individual with IDD or a
designee will act as a Manager of Services who provides guidance to the self-hired
staff member on how to fulfill or work around caregiver responsibilities during the
respite period. Respite workers have been considered “essential workers” during the
COVID-19 pandemic.
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Self-Employment (SEMP) Services
Supported Employment (SEMP) services equip individuals with IDD to gain access to
competitive employment. Per the OPWDD, to receive SEMP services, individuals
“must have expressed an interest in competitive employment or self-employment
and have competitive employment or self-employment identified as a valued
outcome in their Individualized Service Plans (ISPs).”

Support Broker
When an individual’s self-directed plan/budget is formally approved, the Support
Broker plays an active role in the individual’s Circle of Support. The Support Broker
closely follows the individual’s life plan, providing guidance, assistance, and
encouragement while making modifications to the individual’s life plan as needed.
With Meaningful NY, broker duties include:
●
●
●
●
●
●
●
●
●

Training the family/participant on the eVero system.
Completing budget amendments and CNBAs as needed.
Attending the life plan and conducting Circle of Support meetings.
Supporting the family/participant with their Self Direction plan.
Assisting the recruiting and retaining staff.
Assisting with community connections.
Educate about Self Direction programs and information.
Work with the FI to ensure documents remain in compliance.
Check the expenditure report for your participant each month or as needed.
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Policies & Guidelines

Code of Conduct for Custodians of People with Special Needs1
Introduction
The Code of Conduct, as set forth in the Code of Conduct itself, sets forth a
framework intended to assist impacted employees to help people with special
needs “live self-directed, meaningful lives in their communities, free from abuse
and neglect, and protected from harm,” in addition to the specific guidance
provided by the agency’s policies and training.
Similarly, the Notice to Mandated Reporters contains guidance designed to assist
mandated reporters, and is intended to provide a summary of reporting obligations
for mandated reporters. It is not intended to supplement or in any way add to the
reporting obligations provided by law, rule, or regulation.
As provided by law, rule, or regulation, only custodians who have or will have
regular and direct contact with vulnerable persons receiving services or support
from facilities or providers covered by the Justice Center Act must sign that they
have read and understand the Code of Conduct.
The framework provides:
1. Person-Centered Approach
My primary duty is to the people who receive supports and services from this
organization. I acknowledge that each person of suitable age must have the
opportunity to direct his or her own life, honoring, where consistent with agency
policy, their right to assume risk in a safe manner, and recognizing each person’s
potential for lifelong learning and growth. I understand that my job will require
flexibility, creativity and commitment. Whenever consistent with agency policy, I will
work to support the individual’s preferences and interests.
2. Physical, Emotional and Personal Well-being
I will promote the physical, emotional and personal well-being of any person who
receives services and supports from this organization, including their protection
from abuse and neglect and reducing their risk of harm to others and themselves.

1

From New York State’s Justice Center for the Protection of People with Special Needs (rev. 1/21/16)
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3. Respect, Dignity and Choice
I will respect the dignity and individuality of any person who receives services and
supports from this organization and honor their choices and preferences whenever
possible and consistent with agency policy. I will help people receiving supports and
services use the opportunities and resources available to all in the community,
whenever possible and consistent with agency policy.
4. Self-Determination
I will help people receiving supports and services realize their rights and
responsibilities, and, as consistent with agency policy, make informed decisions and
understand their options related to their physical health and emotional well-being.
5. Relationships
I will help people who receive services and supports from this organization maintain
or develop healthy relationships with family and friends. I will support them in
making informed choices about safely expressing their sexuality and other
preferences, whenever possible and consistent with agency policy.
6. Advocacy
I will advocate for justice, inclusion and community participation with, or on behalf
of, any person who receives services and supports from this organization, as
consistent with agency policy. I will promote justice, fairness and equality, and
respect their human, civil and legal rights.
7. Personal Health Information and Confidentiality
I understand that persons served by my organization have the right to privacy and
confidentiality with respect to their personal health information and I will protect
this information from unauthorized use or disclosure, except as required or
permitted by law, rule, or regulation.
8. Non-Discrimination
I will not discriminate against people receiving services and supports or colleagues
based on race, religion, national origin, sex, age, sexual orientation, economic
condition or disability.
9. Integrity, Responsibility and Professional Competency
I will reinforce the values of this organization when it does not compromise the
well-being of any person who receives services and supports. I will maintain my
skills and competency through continued learning, including all training provided by
this organization. I will actively seek advice and guidance of others whenever I am
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uncertain about an appropriate course of action. I will not misrepresent my
professional qualifications or affiliations. I will demonstrate model behavior to all,
including persons receiving services and supports.
10. Reporting Requirement
As a mandated reporter, I acknowledge my legal obligation under Social Services
Law § 491, as may be amended from time to time or superseded, to report all
allegations of reportable incidents immediately upon discovery to the Justice
Center’s Vulnerable Persons’ Central Register by calling 1-855-373-2122.
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Meaningful NY’s Code of Conduct for Employees, Contractors, and Vendors
Purpose: We are including Meaningful NY’s Code of Conduct in the interest of full
transparency, so that all members of our community can familiarize themselves
with, and expect, the highest standards of service and support from MNY.
Definitions: for the purposes of this document, “employee” refers to part-time,
full-time employees as well as contractors and in certain instances, vendors
providing services through Meaningful NY.
Intent
The Meaningful NY (MNY) Code of Conduct (the Code) applies to all employees,
contractors and certain vendors.
The Code of Conduct is a formal statement of the organization’s commitment to
the standards and rules of ethical conduct at MNY and is part of a comprehensive
Corporate Compliance program.
MNY is committed to preventing the occurrence of unethical or unlawful behavior,
stopping such behavior as soon as possible after discovery, and disciplining
employees who violate the Code, including employees who neglect to report a
violation.
All employees must comply with this Code, immediately report any alleged
violations of wrongdoing, and assist management and compliance personnel in
investigating allegations of wrongdoing.
While these standards addressed in the Code of Conduct are intended to guide
employees in the course of their day-to-day responsibilities, they do not replace
any MNY or program policies and procedures. There may be instances that are not
addressed by the Code of Conduct or existing policies and procedures, or activities
that may conflict with these standards. Employees must seek direction from their
supervisor, other management staff or the Corporate Compliance Officer in these
instances.

Ethics
It is the policy of MNY to observe all laws and regulations applicable to its business
and to conduct business with the highest degree of integrity. To accomplish this, all
employees must obey the laws and regulations that govern their work and always
act in the best interest of the people we serve, their families and the organization.
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General Requirements/Expectations
You are expected to keep management staff informed of what you are doing; to
document or record all services or transactions accurately; and to be honest and
forthcoming with internal management, regulatory agencies, and internal and
external auditors.
You are expected to comply with MNY policies and procedures (as noted in the
MNY Employee Policy Guide), accounting rules and internal controls, and internal
practitioner’s Code of Ethics.
You are expected to function with honesty in your work for MNY and with people
we serve, providers, suppliers and all others with whom MNY does business.

Conflict of Interest
No employee can allow any outside financial interest or competing personal
interest to influence their decisions or actions taken on behalf of MNY.
Employees must avoid any situation where a conflict of interest exists or might
appear between their personal interests and those of MNY. The appearance of a
conflict of interest may be as serious as an actual conflict of interest. MNY
employees must disclose any actual or potential conflict of interest so that
safeguards can be established to protect all parties.
In addition to the guidelines contained in this Code of Conduct, all senior
management staff are required to sign the MNY Conflict of Interest Policy annually,
which provides additional criteria related to the recognition and disclosure of
conflicts.
It is a conflict of interest for you to use your affiliation with MNY for your own
personal gain, or that of a relative, or for you to compete against MNY. Conflicts of
interest may arise in many different situations. You must promptly report any
actual or potential conflict of interest to your immediate supervisor or directly to
the Corporate Compliance Officer.

Outside Activities and Employment
You may not conduct outside activities during work time. Such activities interfere
with your regular duties and negatively impact the quality of your work.
As a representative of MNY, it is expected that you will represent MNY positively in
the community.
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Outside employment must not conflict in any way with your responsibilities to MNY
or its individuals. For example, you may not use MNY equipment or property when
working for another employer or conduct work for another employer while you are
scheduled to be working for MNY.
Senior managers may not be employed by another organization that provides
similar services as MNY.

Use of MNY Funds and Resources
MNY’ assets are to be used only for the benefit of MNY and the people we serve.
Assets include funds, equipment, inventory and office supplies, but also concepts,
business plans and strategies, information about individuals, financial information,
computer property rights, and other business information about MNY.
You may not use MNY assets for personal gain or give them to any other persons
or entities, except in the ordinary course of business as part of an approved
transaction.

Confidentiality
During your employment, you may acquire confidential information about MNY, its
staff and people we serve that must be handled in strict confidence and not
discussed with outsiders. Such confidential information includes, but is not limited
to: client lists, MNY financial information, and medical history and financial
information for the persons we serve.

Business Dealings Between MNY and Employees
MNY will not be inappropriately influenced with goods or services from any
business in which you or your immediate family members have a substantial
interest. Employees may also not use their position to influence a decision that
may result in a personal gain for a relative as a result of business dealings with
MNY.
Property and resources of MNY should only be used for the benefit of MNY or the
people we serve.

Maintenance of Records and Billing Documentation
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Employees must record and report all MNY, consumer and financial information
fully, accurately and honestly. Records include but are not limited to: records of the
people we serve, documentation of services, accounting books or records, financial
statements, timesheets or records, expense reports, vouchers, bills, payroll, claims
payment records, correspondence and any other method of communication.
Employees must not omit or conceal any relevant information.
Many MNY forms are legal documents used to prove that a service was provided,
to bill for a service to a consumer, to record a job task, or to record specific
happenings. You must document accurately and honestly, and only for those
services that you provided or those events in which you were involved.

Falsification of Records
You must not make any false entries in any of MNY’s records or in any public
record for any reason.
You may not alter any permanent entries in MNY’s records.
You may only approve payments or receipts on behalf of MNY that are described in
documents supporting the transaction. “Slush funds” or similar off-book accounts,
where there is no accounting for receipts or expenditures on the MNY books, are
strictly prohibited.
You may not create or participate in the creation of any records that are intended
to mislead or to conceal anything that is improper.

Expense Records
You must always charge expenses accurately and to the appropriate cost center or
account, regardless of the financial status of the program, project or contract, or
the budget status of a particular account or line item.

Retention of Records
The retention, disposal or destruction of records of or pertaining to MNY must
always comply with legal and regulatory requirements and MNY policy.
You may not destroy records pertaining to litigation or government investigations
or audit without express written approval of the Corporate Compliance Officer.
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Protection of Confidential Information
MNY has developed policies and procedures within each Division to assure that the
confidentiality of MNY information and information about the people we serve is
protected and released only with the appropriate authorization or for lawful
reasons, in addition to purposes of treatment, payment and operations. All
employees are required to comply with MNY’ HIPAA policy. If you have any
questions concerning the use of confidential information, contact your immediate
supervisor or the Corporate Compliance Officer.
You must treat all MNY records and information as confidential.
You may not release confidential information without the proper authorization.
Confidential information includes not only information about the people that we
serve and their families, but also non-public information about MNY that may be of
use to MNY’ competitors or harmful to MNY or its customers if released.
You must protect MNY information and avoid discussing or disclosing MNY
information, purposefully or inadvertently (through casual conversation), to any
unauthorized person inside or outside MNY. Furthermore, staff may not share
confidential MNY information with anyone, except where required for a legitimate
business purpose.

MNY information may not be removed from MNY property without permission
from a supervisor or administrator with proper authority over the information. Ask
your supervisor if you are not sure whether certain information is confidential.

Termination of Employment
You may not use any confidential information gained from your employment with
MNY for your or another company’s benefit. You may not take copies of any
reports, documents or any other property belonging to MNY.
Upon termination of employment with MNY, you must return all MNY property
including, but not limited to, copies of documents, notes, and other records
containing confidential information; laptops, tablets, cell phones and cameras;
MNY ID; keys and credit cards.
Work Product Ownership: All MNY employees must be aware that MNY retains
legal ownership of the product of their work. No work product created while
employed by MNY can be claimed, construed, or presented as property of the
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individual, even after employment by MNY has been terminated or the relevant
project completed. This includes written and electronic documents, audio and
video recordings, system code, and also any concepts, ideas, or other intellectual
property developed for MNY, regardless of whether the intellectual property is
actually used by MNY. Although it is acceptable for an employee to display and/or
discuss a portion or the whole of certain work product as an example in certain
situations (e.g., on a resume, in a consultant's meeting with a prospective client)
one must bear in mind that information classified as confidential must remain so
even after the end of employment, and that supplying certain other entities with
certain types of information may constitute a conflict of interest. In any event, it
must always be made clear that work product is the sole and exclusive property of
MNY.

Information Security
You are responsible for properly using information stored and produced by all of
MNY’ computer systems.
Computers, Internet access, email, or other office communications systems are
intended for business-related purposes only and not for uses that may be
disruptive, offensive, harassing or harmful to others.
Do not share your system user name or password with another person or allow
another to access the computer with your password.
All employees are required to comply with MNY’ information and office technology
usage policy. If you have any questions concerning information security, contact
your immediate supervisor, or the Corporate Compliance Officer.

Fair Dealing
Conducting business with providers, contractors, suppliers, people we serve, and
competitors may pose ethical problems. Employees are expected to deal fairly with
providers, contractors, people we serve, and competitors.

The Code of Conduct and the following guidelines are intended to help you make
appropriate, responsible and correct decisions in these and all matters:

Kickbacks and Rebate
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Kickbacks and rebates in cash, credit or other form are prohibited. They are not
only unethical, but in many cases, illegal.

Gifts and Gratuities and Entertainment
You may not solicit or accept money, gifts, gratuities or any other personal benefits
or favors of any kind from providers, contractors, producers, accounts, or people
we serve and their families.
You must not offer or accept entertainment that is not a reasonable addition to a
business relationship but is primarily intended to gain favor/influence a business
decision.

Agreements with Contractors and Vendors
MNY must assure that any agreements with contractors and vendors clearly and
accurately describe the services to be performed or items to be purchased.
Performance standards, and the applicable compensation, if any, must be
reasonable in amount, not be excessive in terms of industry practice and must
equal the value of the services rendered.

Improper Use of Funds or Assets
Use of MNY’ funds or assets for any improper purpose is strictly prohibited. If you
are aware of or have reason to believe that funds or assets are being improperly
used, you must report this immediately to your supervisor or the Corporate
Compliance Officer.

Federal and State Programs
MNY is committed to complying with the laws and regulations that govern the
federal and state programs that it administers. Policies and procedures, the
Corporate Compliance Program and this Code of Conduct are developed to provide
guidance in your day-to-day work. You must abide by the policies and procedures
and the standards set by MNY.

Governmental Investigations
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There may be times that MNY is asked to cooperate with an investigation by a
federal, state or local governmental agency, or to respond to a request for
information. A request may be formally addressed to MNY or an individual within
MNY. Employees must report any requests for information or cooperation with an
investigation to the Corporate Compliance Officer immediately.

Political Activities and Contributions
Because MNY is a non-profit organization, it is prohibited from engaging in any
political campaign activities or lobbying.

MNY funds and resources, including your work time, may not be used for political
contributions or activities.

You may not act as a representative of MNY in any political campaign activity. In
expressing your personal political views or support or opposition of a candidate for
public office, it must be very clear that you are expressing your personal view,
support or opposition as an individual and not a representative of MNY.

Laws and regulations prohibit lobbying. There are allowances for MNY to advocate
its position on public issues. To assure that MNY does not violate any laws or
regulations, or risk losing its tax-exempt status, you must seek prior approval from
the Corporate Compliance Officer before engaging in any advocacy on behalf of
MNY.

Employment Environment
MNY is committed to creating a safe and professional workplace where employees
and others are treated with respect and without regard to their race, sex, age,
sexual orientation, religion, national origin, color, marital status, disability, or other
protected characteristic under federal, state or local law. Respect and integrity are
MNY’ most important values. Unlawful discrimination or harassment of any sort
violates these values. All MNY employees must exhibit and promote respect and
integrity in the workplace and must comply with this policy prohibiting
discrimination and harassment in all facets of MNY’ work.
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All employees are required to support MNY’ commitment to a safe and
professional work environment and to demonstrate appropriate behavior in the
workplace.

All employees are prohibited from joking about another employee’s race, sex,
sexual orientation, age, religion, national origin, color, marital status, disability, or
other protected characteristic under federal, state or local law.

All employees are prohibited from considering someone’s race, color, religion, sex,
sexual orientation, national origin, age, disability, or other protected characteristic
under federal, state or local law in making decisions about hiring, placement,
assignment of duties, training, promotion, termination, compensation, benefits and
other work terms.

Sexual harassment is prohibited. Sexual harassment includes any form of
unwelcome sexual advance, request for sexual favors or other verbal or physical
conduct of a sexual or sex-based nature.

You are responsible for understanding MNY’ policy prohibiting discrimination and
sexual harassment. You should consult with an appropriate supervisor or
administrator if you have questions about your right to a workplace free from
unlawful harassment or discrimination or if you have questions about your duty to
avoid discrimination. Questions or complaints may also be addressed directly with
the MNY Senior Vice President of Human Resources.

Seeking Guidance and Reporting Violations
Employees must report, either directly or through the Compliance Hotline
929-305-3683, any actual or suspected violations of this Code of Conduct, any
applicable law or regulation, or any MNY policy and procedure, including
complaints of discrimination or harassment to their immediate supervisor, HR
Business Partner, Director of Administrative Services/Corporate Compliance
Officer.

Reporting a violation of the Code of Conduct
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When an actual or suspected violation of this Code of Conduct, any applicable law
or regulation, or any MNY policy and procedure, including matters observed by or
reported to any MNY employee, it must be promptly referred to a supervisor,
Human Resources or the Corporate Compliance Officer. Discrimination and
harassment complaints should be reported to Human Resources. The Corporate
Compliance Officer may be reached at 929-305-3683 for any complaints involving
someone who is receiving services from MNY. Upon receipt of a complaint, MNY
will conduct an investigation. Steps will be taken to protect confidentiality when
appropriate and warranted. MNY will not tolerate any form of retaliation against a
person who makes a good-faith report in accordance with this Code of Conduct.
MNY’s Whistle Blower Policy contains more specific references to the protections
offered to any employee who reports suspected inappropriate actions in financial
management, service delivery or any other aspect of the business.

All employees must cooperate fully and honestly in any investigation into a
reported violation of this Code of Conduct, any applicable law or regulation, MNY
policy, procedure or practice.

Corrective Action and/or Discipline
Any employee who violates or knowingly fails to report any violation of this Code of
Conduct, any applicable law or regulation, MNY policy, procedure or practice is
subject to appropriate disciplinary action, up to and including termination.

Disciplinary action may range from a warning to suspension or discharge,
depending upon the nature of the incident and the relevant surrounding
circumstances.

Your Responsibilities
✔ Attend required training, and read and understand MNY’s Corporate
Compliance Plan, Corporate Compliance Policies and Procedures, and Code of
Conduct.
✔ Follow the MNY Code of Conduct and abide by all policies and procedures,
guidelines, and federal and state laws and regulations.
✔ Be alert to any situation that could violate the MNY Code of Conduct, policies
and procedures, guidelines, and/or federal and state laws and regulations.
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✔ Promptly report any issues, concerns, violations or suspected violations to your
supervisor, other management staff, the Corporate Compliance Officer, or the
Executive Director.

Please note that employees in certain State programs are subject to the Code of
Conduct for Custodians of Persons with Special Needs, which is mandated by the
Justice Center for the Protection of Persons with Special Needs. Your Program
Director will inform you if your program is covered by this Code of Conduct.

Please note also that certain employees, for example social workers and nurses,
are mandated to report instances of child abuse or neglect to the New York State
Office of Children and Family Services at 1-800-342-3720.

CONFLICT OF INTEREST
PURPOSE:
The MNY Conflict of Interest policy ensures that no conflict of interest exists that
will compromise the effective operation of MNY’ business. The following provides
guidelines for management and certain professional positions on activities that are
prohibited and/or create a potential conflict of interest.

POLICY:
MNY employees at management and certain professional levels have a
responsibility to avoid the fact or the appearance of a conflict of interest in
conducting the Agency’s business. Management is defined as Manager,
Coordinator, Accountant, Biller and any supervisor as well as other selected
positions as deemed appropriate by the Executive Director.

You are expected to use good judgment and common sense in seeking to comply
with all applicable laws, rules and regulations and to ask for advice when you are
uncertain about them.
You must act in the best interests of the Agency. You must refrain from engaging in
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any activity or having a personal interest that presents a conflict of interest.
A conflict of interest occurs when your personal interest interferes, or appears to
interfere, with the interests of the Agency. Further, a conflict of interest may arise
whenever you, as a senior member of the Agency, take action or have an interest
that prevents you from performing your duties and responsibilities honestly,
objectively and effectively.

PROCEDURES:
To avoid the fact or appearance of any conflict, it is necessary for you to make a full
disclosure of individual interests that may appear to be in conflict with MNY and to
avoid participation in decisions that are related to the transactions and other
business relationship in which possibly conflicting interests arise.
The following areas are prohibited while an employee at MNY:
Use your position with the Agency to influence any decision relating to a contract
or transaction with a supplier of the Agency that you have a financial interest in,
other than an investment representing less than one percent (1%) of the
outstanding shares of a publicly-held company.
Immediately supervise, review or influence the job evaluation or compensation of a
close relative. *
Engage in any other activity or have any other interest that the Board of Directors
of the Agency determines to constitute a conflict of interest.
Solicit MNY employees for your privately-owned business.
The following areas constitute a potential conflict of interest:
●

●
●

●

●

Have a financial interest in a supplier of the Agency, other than an
investment representing less than one percent (1%) of the outstanding
shares of a publicly-held company.
Perform services as a paid consultant, employee, officer, director, advisor or
in any other capacity, for an entity that transacts business with MNY.
Perform services as a paid consultant, employee, officer, director, advisor or
in any other capacity, for an agency/enterprise involved in business of a
similar nature as MNY.
Have a close relative* perform services as a consultant, employee, officer,
director, advisor or in any other capacity for a direct competitor of the
Agency.
Have a close relative* perform services as a consultant, employee, officer,
director, advisor or in any other capacity for an entity that transacts business
with MNY.

24

●

Have a close relative who has a financial interest in a supplier of the Agency,
other than an investment representing less than one percent (1%) of the
outstanding shares of a publicly-held company.

The above areas of potential conflict of interest require a disclosure to MNY. Once
a disclosure is made regarding a close relative’s conflict of interest, MNY will make
a decision on how to handle the disclosure if we perceive it as a problem for the
Agency.
* “Close relative” means a spouse, domestic partner, child, parent, sibling, grandparent,
grandchild, aunt, uncle, first cousin, or corresponding in-law or “step” relation.

Disclosure
It is your responsibility to disclose any transaction or relationship that reasonably
could be expected to give rise to a conflict of interest to the MNY Compliance
Officer, for MNY to determine whether such transaction or relationship constitutes
a conflict of interest. This disclosure should be made as soon as it is identified by
the employee.

Confidentiality
You must maintain the confidentiality of confidential information entrusted to you
by the Agency, including suppliers, except when disclosure is authorized by a
supervisor or legally mandated. Unauthorized disclosure of any confidential
information is prohibited. Additionally, you should take appropriate precautions to
ensure that confidential or sensitive business information is not communicated
within the Agency except to employees who have a need to know such information
to perform their responsibilities.
Annual Disclosure of Potential Conflict
You are required to disclosure any potential conflict of interest as defined by this
policy as soon as it occurs. In addition, on or before July 1st of each year, you shall
be sent a reminder of this policy and asked to disclose any new potential conflicts
of interest that may have arisen in the course of the year.

EQUAL EMPLOYMENT OPPORTUNITY/AFFIRMATIVE ACTION
MNY provides equal employment opportunities to all employees and applicants for
employment without regard to race, color, religion, creed, sex, national origin,
alienage or citizenship status, age, disability, sexual orientation, genetic
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predisposition or carrier status, marital status, military status, status as a
Vietnam-era or special disabled veteran or any other characteristic protected by
federal, state or local law. This policy applies to all terms and conditions of
employment, including but not limited to, hiring, placement, promotion,
termination, layoff, recall, transfers, discipline, leave of absence, compensation,
and training.
MNY expressly prohibits any form of unlawful discrimination or employee
harassment based on race, color, religion, creed, sex, national origin, age, disability,
alienage or citizenship status, sexual orientation, genetic predisposition or carrier
status, marital status, military status, status as a Vietnam-era or special disabled
veteran, or any other characteristic protected by federal, state or local law.
Improper interference with the ability of MNY' employees to perform their
expected job duties is not tolerated.

AFFIRMATIVE ACTION
MNY supports the principles of Affirmative Action and makes every attempt to
attract and retain a diverse workforce and to offer promotion opportunities to
qualified women and minorities. We believe in the treatment of all employees and
applicants for employment without unlawful discrimination as to race, creed, color,
religion, national origin, sex, age, disability, marital status, sexual orientation,
alienage or citizenship status, military status, genetic predisposition or carrier
status or any other characteristic protected by federal, state or local law in all
employment decisions, including but not limited to recruitment, hiring,
compensation, training and apprenticeship, promotion, upgrading, demotion,
downgrading, transfer, lay-off and termination, and all other terms and conditions
of employment. Certain sub-contractors and vendors in New York State and New
York City are required to include affirmative action provisions in their contracts
with MNY.

AMERICANS WITH DISABILITIES ACT POLICY STATEMENT
MNY is committed to complying with all applicable provisions of the Americans
With Disabilities Act (ADA). It is MNY policy not to discriminate against any qualified
employee or applicant with regard to any terms or conditions of employment
because of such an individual’s disability, history of disability, or perceived disability
as long as the employee can perform the essential functions of the job. Consistent
with this policy of nondiscrimination, MNY will provide reasonable accommodation
to a qualified individual with a disability as defined by the ADA, in the event that his
or her disability affects the performance of job functions, and the qualified
individual has made MNY aware of his or her disability, provided that such
accommodation does not constitute an undue hardship on MNY.
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The ADA requires knowledge of an individual’s limitations before an employer’s
duty to accommodate arises. This means that MNY’ duty to accommodate will
generally be triggered by a written request for accommodation by the employee or
applicant. MNY is not liable for failing to provide an unrequested accommodation
but will make its best efforts to engage in an interactive process with employees,
when necessary, to determine if an accommodation is warranted.
MNY is committed to taking action with the goal of providing equal employment for
persons with disabilities in accordance with the ADA and all other applicable
federal, state and local laws. Any employee who believes they experience
discrimination based on disability should notify the Director of Administrative
Services.

SEXUAL HARASSMENT POLICY STATEMENT
Sexual harassment is a form of employment discrimination prohibited by law.
Guidelines issued by the Equal Employment Opportunity Commission state that
unwelcome sexual advances, requests for sexual favors and other verbal or
physical conduct of a sexual nature constitute sexual harassment when:
Submission to such conduct is made either explicitly or implicitly a term or
condition of an individual’s employment.
Submission to or rejection of such conduct by an individual is used as the basis for
employment decisions affecting such individual’s work performance or creating an
intimidating, hostile, or offensive work environment.
To ensure that the work setting shall remain free of even the appearance of
impropriety, supervisors at all levels are prohibited from entering into, or
continuing, intimate or sexual relationships with employees subordinate to them in
the management chain, whether or not they supervise the employee directly, and
with those employees who could reasonably believe that the supervisor could
influence their employment status either favorably or adversely. If an employee
already involved in such a relationship is promoted to a supervisory position over
his or her partner, s/he should immediately inform his/her supervisor.
There is a broad range of conduct by supervisors and coworkers which can, in
certain circumstances, be considered sexual harassment, and this includes, but is
not limited to, sexually suggestive remarks, sexually suggestive pictures, sexually
suggestive gesturing, verbal harassment or abuse of a sexual nature, subtle or
direct propositions for sexual favors, and any unnecessary touching, patting, or
pinching.
You should contact your immediate supervisor, or the Corporate Compliance
Officer with any complaint about sexual harassment. Complaints of sexual
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harassment will be handled in accordance with MNY’s Equal Employment
Opportunity Complaint Procedure on Discrimination/Harassment. All complaints
will be handled in confidence to the extent possible, and consistent with applicable
laws and regulations.

COMPLAINT PROCEDURE ON DISCRIMINATION/HARASSMENT
MNY is committed to providing its employees with a work environment that is free
of discrimination or harassment or inappropriate conduct that is discriminatory or
harassing in nature, whether it rises to the level of “unlawful” conduct based on any
legally protected status.
Each member of management is responsible for creating an atmosphere free of
discrimination and harassment, sexual or otherwise. Further, employees are
responsible for respecting the rights of their coworkers.
Accordingly, MNY prohibits inappropriate conduct that is based on race, creed,
color, religion, national origin, sex, age, disability, marital status, sexual orientation,
alienage or citizenship status, military status, genetic predisposition or carrier
status or any other characteristic protected by federal, state or local law. MNY will
not tolerate any form of such inappropriate conduct, in violation of this policy
against any employee by anyone, including co-workers, supervisors, vendors,
individuals, independent contractors, or any third party. Everyone at MNY is
responsible for assuring that our workplace is free from such inappropriate
conduct and is expected to avoid any behavior or conduct that is or could
reasonably be interpreted as being inappropriate and prohibited by this policy.

Prohibited Conduct
The conduct prohibited by this policy includes unwelcome conduct, whether verbal,
physical or visual, that is based upon the individual’s protected status, such as race,
creed, color, religion, national origin, sex, age, disability, marital status, sexual
orientation, alienage or citizenship status, military status, genetic predisposition or
carrier status or any other characteristic protected by federal, state or local law.
MNY will not tolerate inappropriate conduct that affects tangible job benefits, that
interferes unreasonably with an individual’s work performance, or that creates an
intimidating, hostile or offensive work environment. Such inappropriate conduct
may include, for example, jokes or epithets about another person’s protected
status, or teasing or practical jokes directed at a person based on his or her
protected status.
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Complaint Procedure:
●
●
●

Contact your Supervisor.
Complaints that involve an individual must be reported to the Corporate
Compliance Officer.
Compliance Hotline 929-305-3683

If you experience any job-related harassment based on your race, creed, color,
religion, national origin, sex, age, disability, marital status, sexual orientation,
alienage or citizenship status, military status, genetic predisposition or carrier
status or any other characteristic protected by federal, state or local law, or believe
that you have been treated in an unlawful, discriminatory manner, promptly report
the incident to your supervisor, who will promptly investigate the matter and take
appropriate action, including reporting it to the Senior Vice President of Human
Resources or designee. If you believe it would be inappropriate to discuss the
matter with your supervisor, you may bypass your supervisor and report it directly
to someone higher in the chain of command in your division or in the organization,
who will promptly undertake an investigation. Your complaint will be kept
confidential to the maximum extent possible.
We recognize the serious repercussions that a false accusation can have. Any
employee found to have falsely and maliciously accused another of sexual
harassment or other unlawful discriminatory conduct is subject to disciplinary
action, up to and including termination of employment.
If MNY determines that an employee is guilty of harassing or discriminating against
another individual, appropriate disciplinary action will be taken against the
offending employee, up to and including termination of employment.

MNY prohibits any form of retaliation against any employee for filing a complaint
under this policy or for assisting in an investigation of such complaint. However, if,
after investigating any complaint of harassment or unlawful discrimination, MNY
determines that the complaint was maliciously filed or that an employee has
intentionally or maliciously provided false information regarding the complaint,
disciplinary action may be taken against the individual who maliciously filed the
complaint or who gave the false information. Retaliation against an individual for
reporting harassment or unlawful discrimination or anyone involved in an
investigation of a claim of harassment or discrimination is a serious violation of this
policy and, like harassment or unlawful discrimination itself, will be subject to
disciplinary action.

WHISTLEBLOWER POLICY
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A whistleblower is a person who exposes any kind of information or activity that is
deemed illegal or unethical within an organization and believes there is reasonable
evidence of a violation of a law, rule or regulation; or specific danger to public
health or safety.
MNY provides protection for whistle-blowers. Retaliating against whistle-blowers is
prohibited by this policy and may also violate state or federal law.

Reporting Responsibility
It is the responsibility of all MNY directors, officers and employees to report
improper activity relating to MNY financial management, service delivery and any
other area(s) of the organization’s business.
Improper activities include but are not limited to the following:
●

●

●

●
●

Any activity undertaken by MNY or by a director, officer or employee of MNY
in the performance of his/her official or assigned duties, whether or not that
action is within the scope of his/her employment, that is:
In violation of any federal, state or city law or regulation, including but not
limited to, laws or regulations relating to corruption, malfeasance, bribery,
theft of organization’s property, fraudulent claims, fraud, misuse of
organization properties and facilities, or willful omission to perform duty.
In violation of any agency policy, including but not limited to, incident
management policies, human resources policies, financial reporting or
management policies, or documentation or recordkeeping policies.
Economically wasteful, or involves gross misconduct, gross incompetence, or
gross inefficiency.
Abuse of individuals including but not limited to physical, sexual, emotional
mistreatment, neglect or intimidation.

Reporting Mechanisms
MNY directors, officers and employees are expected to “blow the whistle” and not
to hesitate in giving their complaint or suspicion of improper activity. Improper
activity may be reported to an employee’s supervisor, the MNY Corporate
Compliance Officer at 929-305-3683, the MNY Executive Director or any other
member of the MNY executive management team in which the employee has
confidence and with whom the employee feels comfortable. MNY will seek to keep
the identity of those reporting improper activity confidential to the extent possible,
consistent with the need to conduct an effective investigation.
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Investigation of Complaints
The executive management team member who is approached by a director, officer
or employee with a complaint shall promptly forward the complaint to the MNY
Corporate Compliance Officer. A determination whether the complaint sets forth
the necessary facts to warrant an investigation will be made by the Corporate
Compliance officer in conjunction with the executive team, if applicable.

Non-Retaliation
No director, officer or employee who reports improper activity or refuses to carry
out an improper order in good faith shall be subject to retaliation. MNY employees
may not directly or indirectly use or attempt to use the official authority or
influence of their office or position for the purpose of interfering with the right of
another employee to make a protected disclosure.
Retaliation is prohibited even if a complaint turns out to be unfounded, as long as
the complaint was filed in good faith based on a reasonable belief or suspicion of
improper activity. However, appropriate disciplinary action will be taken against
individuals who maliciously file complaints or knowingly make false allegations.
Executive management, in consultation with the Corporate Compliance Officer,
determines the appropriate corrective or disciplinary action, if any, which will be
initiated against an employee who is found to have retaliated against or interfered
with another employee’s right to make a protected disclosure or to refuse an illegal
order.
MNY will strongly support, endorse and strictly enforce this Whistle-Blower
Protection policy in our daily management, operations and procedures. Misconduct
is not and will not be tolerated. All employees of MNY will support this
Whistle-Blower Policy to the fullest intent possible.

STANDARDS OF RESPONSIBLE ACTION
Our responsibility to our clients requires that each member of the staff agrees to
certain general rules which we call Standards of Responsible Action. If a staff
member begins to abuse the rules there will be consequences and these are
described in the Discipline Process.

Attendance
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You are expected to be at work, as scheduled, unless you are unable due to illness
or other unexpected and serious events. Failure to maintain a good attendance
record may result in disciplinary action. Your record will be reviewed, regardless of
the reason for absence, by the overall pattern and frequency of absences, to avoid
abuse or misuse of leave time. This provision shall not be read to violate the New
York City Earned Sick Leave Act.

Conduct
You shall be treated with respect and dignity. Individuals, other members of the
organization, and all people who come into contact with the agency have this same
right.

Gifts
You may not solicit or personally accept gifts from a vendor, anyone served by MNY
or their family members or friends, or other parties with whom MNY has a
relationship. Under limited circumstances, and only with a supervisor’s knowledge,
it may be permissible to accept a gift on behalf of the program or the organization.

Commercial Transactions
MNY prohibits the sale of merchandise or any commercial transaction between
employees or between employees and clients, during working hours or on MNY
property. Gambling and other unlawful activities and solicitations are also
prohibited.

Lateness
You are expected to arrive at work on time and be ready for your scheduled shift. If
you are going to be late you must notify your supervisor at least 2 hours before
your shift begins.

Personal Appearance
Dress is a matter of personal taste but must be suitable for the workplace. No
dress code can address every situation; however, all employees are expected to
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present a professional, businesslike image at all times, by wearing clean, neat and
functional clothing. Clothing suitability may differ based on the Division for which
you work, as the demands and scope of each position in each Division varies.
Therefore, below are a few general guidelines for attire and grooming.

1. Employees should refrain from wearing clothing or jewelry with slogans or
illustrations that others might find offensive.
2. Employees should refrain from wearing clothing that is frayed, revealing or
disheveled, such as:
a. Boxers, briefs, bras, sport bras, tank tops etc.… These articles of clothing must be
fully covered.
b. Short/crop tops or halter tops
c. Skirts/shorts above mid-thigh
d. Leggings or pants that are revealing, unless accompanied by a long top
e. Clothing that may pose safety risks for the employee or consumer (e.g., Frayed,
oversized, dangling etc.).
f. Ripped jeans
3. Employees should not wear scrubs as it creates an institutional ambiance, which
does not align with the culture of our organization.
4. Employees should refrain from wearing jewelry that could cause personal injury
or harm to yourself or to the individuals.
5. The height and style of your shoes should be practical for the type of work you
do, and should not pose a trip hazard, e.g., flip flops, wedge heel sneakers, etc...
6. Certain employees may be required to wear uniforms or protective
clothing/accessories, depending on the nature of their job, for safety reasons. In
such instances, these items may be provided by MNY.
7. Please be considerate of co-workers, individuals and guests: good personal
hygiene is a must.
MNY is confident that each employee will use their best judgment in following this
policy. However, when an employee violates this policy, management may send the
employee home to change into acceptable attire. If sent home, the employee may
not be paid for this absence. Continued violation of this policy will result in
disciplinary action.
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Questions or concerns about this policy may be addressed to the Human
Resources.

Resignation
At least two weeks’ advance notice must be given to your supervisor prior to your
last day of employment. Management and professional staff are expected to give
at least four weeks’ notice.

Impairment
If your ability to perform your duties are or may become impaired for any reason,
you must report this fact to your supervisor prior to the beginning of your shift.
Your supervisor will determine if you can begin your normal duties, be temporarily
reassigned or required to take a sick day.

Violence
The organization prohibits violence or threats of violence in the workplace.
Employees have a “duty to warn” their supervisors, security personnel, or human
resources representatives of any suspicious workplace activity or situations or
incidents that they observe or that they are aware of and involve other employees,
former employees, individuals, or visitors. This includes, for example, threats or
acts of violence, aggressive behavior, offensive acts, threatening or offensive
comments or remarks. Employee reports made in accordance with this policy will
be held in confidence to the maximum extent possible. MNY will not condone any
form of retaliation against an employee for making such a report.
This list is not exhaustive, and under any and all circumstances, MNY employees
are expected to conduct themselves so as to protect the interests of MNY, which
include individuals, employees and everyone who is a part of the MNY family.

Boundaries
There are certain actions which we believe are wrong no matter what the
circumstances. Any immoral, unethical or illegal activities or actions will not be
tolerated. Engaging in any restricted activity, in most instances will result in
immediate termination.
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A staff member must never:
●
●
●

●

●
●
●
●
●
●
●

Engage in any activity that constitutes ABUSE OF INDIVIDUALS, including
physical, sexual, emotional mistreatment, neglect or intimidation.
Engage in DISCRIMINATORY ACTIVITY against individuals, co-workers, or
others.
Lend or borrow money, exchange property or TRANSACT BUSINESS with a
consumer or member of the consumer’s family beyond the regular services
provided to each consumer (see also Standards of Responsibility).
Distribute, sell, possess, purchase or be under the influence of ILLEGAL
SUBSTANCES OR ALCOHOL while at work or while performing any
work-related activity.
REMOVE MNY OR CONSUMER PROPERTY, including files or records, from a
program or office without the permission of the supervisor.
FALSIFY DOCUMENTS or records, including time sheets.
POSSESS A WEAPON on MNY property or while on MNY business.
Engage in VIOLENT OR AGGRESSIVE BEHAVIOR while on MNY business or on
MNY property.
Model inappropriate or UNACCEPTABLE BEHAVIOR to a consumer, for
example: use of profanity or loud arguments.
Have a ROMANTIC, SEXUAL OR INTIMATE RELATIONSHIP with a current or
former consumer, either on or off MNY premises.
Members of management are prohibited from having a romantic or intimate
relationship with any employee under his/her direct or indirect supervision.

Confidentiality of Information
It is the policy of MNY to ensure that the operations, activities, and affairs of MNY
and our individuals are kept confidential to the greatest extent possible. If, during
their employment, employees acquire confidential or proprietary information
about MNY and its individuals, such information is to be handled in strict
confidence and not to be discussed with outsiders. Employees are also responsible
for the internal security of such information.
Employees will be asked to sign the statement of confidentiality below at the time
of hire and periodically throughout their term of employment to acknowledge their
awareness of, and reaffirm their commitment to, this policy.
Employees should also respect the confidentiality of other employees, and should
never divulge personal information about an employee except to those who have a
legitimate need to know, or with the permission of the employee.

Confidentiality Statement

35

“I understand that my position with MNY is one of trust and confidence because I
may have access to confidential information and records. I agree to use the utmost
diligence and best efforts to protect such information and records. I agree not to
remove files or records, particularly those pertaining to individuals, without the
proper written authorization. Unless required in connection with my employment
or with the express written consent of the Executive Director or designee, I will not,
either during my employment or afterwards, directly or indirectly, use or disclose
any confidential information concerning the organization itself, its individuals,
employees, contractors or others with whom the agency has a business
relationship.
I agree that all notes, records, memoranda or other documents that are made or
compiled by me or made available to me while employed at MNY shall be the
property of MNY. I agree to deliver all such documents to MNY at the termination
of my employment or at any other time at the request of the Executive Director or
designee.”
Employees found to be violating this policy are subject to disciplinary action, up to
and including termination of employment.

Alcohol and Drug Policy
The Alcohol and Drug Policy is designed to maintain a safe and productive
workplace/ service and home environment for the individuals.
It is the policy of MNY that staff members should not possess any quantity of
alcohol or drugs, lawful or unlawful, except for authorized medications (note
below), while at the work site or engaged in Agency business anywhere. The policy
also prohibits the manufacture, use or distribution of such alcohol or drugs. The
“work site” includes any building, vehicle, property owned or operated by MNY, or
any other location where an employee is to perform work for MNY. “Possess”
means to be under the influence of either alcohol or drugs or to be in possession
of such items on one’s person or clothing, desk, files, lockers, work area or vehicle.
Alcohol use is permitted in moderation at pre-approved MNY-sanctioned social
activities. Any violation of this policy will result in disciplinary action up to and
including immediate termination.
Authorized medications are defined as a prescription provided by a doctor or
over-the-counter medications, herbal remedies or diet/exercise supplements. Any
medication, whether prescribed or not, that has an adverse impact on the
employee’s performance may also be prohibited. At all times, these items must be
retained in a locked place while on Agency premises or business, regardless of
whether or not individuals are present. This is a safety protocol for individuals.
Please check with your site management for a locked location to put all such items.
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Anti-Drug Act
In accordance with the provisions of the Federal Anti-Drug Act of 1988, any staff
member receiving any criminal drug statute conviction must notify the Human
Resources Department as soon as possible but no later than 5 days after such
conviction. Failure of any staff member to notify the Organization is a violation of
our contractual obligations with the Federal Government and will result in
disciplinary action up to and including termination. Such convictions and any
disciplinary action must also, in most cases, be brought to the attention of State or
City funding providers.

Testing for Drugs or Alcohol
MNY may conduct drug and/or alcohol testing under any of the following
circumstances:
For cause: MNY may ask an employee to submit to a drug and/or alcohol test at
any time it feels that the employee may be under the influence of drugs or alcohol,
including, but not limited to, the following circumstances: evidence of drugs or
alcohol on or about the employee's person or in the employee's vicinity, unusual
conduct on the employee's part that suggests impairment or influence of drugs or
alcohol, negative performance patterns, or excessive and unexplained absenteeism
or tardiness.
Post-accident: Any employee involved in an on-the-job accident or injury under
circumstances that suggest possible use or influence of drugs or alcohol in the
accident or injury event may be asked to submit to a drug and/or alcohol test.
"Involved in an on-the-job accident or injury" means not only the one who was or
could have been injured, but also any employee who potentially contributed to the
accident or injury event in any way.

Disciplinary action, up to and including termination, may be taken against any
employee found to be using drugs or alcohol while on MNY business, or if their use
presents a danger to MNY, individuals or staff or brings the organization into
disrepute.
Violence in the Workplace
MNY is committed to providing a safe and secure environment for our employees
and individuals.
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The organization holds a position of “zero tolerance” towards incidents of violence
in the workplace. All incidents, including angry verbal outbursts, threats, physical
assaults, rough playing or fighting, and harassment, should be reported
immediately to a supervisor, a member of management or the Department of
Human Resources. The carrying of weapons of any sort is strictly prohibited in any
MNY location.
There will be no retaliation taken against employees who report such incidents.
Incidents of workplace violence will result in disciplinary action up to and including
termination of employment of the respective individual(s).
Religion in the Workplace
MNY prides itself on being open and inclusive when it comes to diversity of
lifestyles and beliefs. We seek to create a balance between an individual’s
expression of his/her personal beliefs and ensuring that all employees feel
comfortable and welcome at MNY. Below is the Organization's policy regarding
religious activities in the workplace. The following examples are not all-inclusive.
We ask that you use good judgment to ensure that our work environment is
sensitive to differing beliefs, privacy and inclusiveness.
The following activities are permissible in the workplace:
1. Wearing a yarmulke, headscarf, chain and cross, etc. as part of a religious
requirement or belief system.
2. Having a small token of your religion or belief system in your personal work
space. This may include a Bible, Koran, small statue or other such item on your
desk or in your office. These items should only be in your personal space and
should be discrete, that is, not a large picture or poster or something attached to
the door of an office or in a shared work space.
3. Playing religious music at a low volume that will not interfere with your
co-worker’s concentration or impose a religious message on surrounding
employees. (Any music played in the workplace should be at a low volume in
consideration of other employees if you are at a location that allows the playing of
music.)
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Service Documentation Requirements for Community Habilitation (CH)2
Where CH May Be Provided
With few exceptions, CH services may not be billed when delivered at a site certified
by OPWDD or at a site operated by OPWDD which would be required to be certified
if it were operated by another provider. The exceptions to the prohibitions barring
payment for CH delivered in certified settings are:
●

●

CH services may be billed when the CH staff person accompanies the person
to a clinic treatment facility certified in accordance with Part 679 regulations
(also known as “Article 16 Clinics”). This is described in greater detail later in
this document.
CH services may be billed when the staff person accompanies the person to
an Individualized Service Plan (ISP) review meeting that occurs in a certified
location.

Prior Authorization
Payment for CH requires, for each individual served, prior authorization from the
DDSO or Service Delivery Region 2 (formerly NYCRO). For individuals residing in an
OPWDD certified IRA, CR or FCH, this authorization is based on their need for
community-based activities. For all other individuals, this authorization is based on
their need for supports for daily living as well as community-based activities.

Fee Structure
Community Habilitation has six different fee structures based on the staff to
individual ratio at the time of service delivery and the residential setting of the
individual(s).
●
●
●
●
●

For CH delivered to individuals residing outside of OPWDD-certified settings,
there are four fee structures:
one staff to one individual;
one staff to two individuals;
one staff to three individuals; and
one staff to four individuals.

For CH delivered to individuals residing in a qualifying OPWDD-certified setting,
there are two fee structures:
2

Based on OPWDD ADMINISTRATIVE MEMORANDUM #2015-01
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●
●

one staff to one individual; or
one staff to group (consisting of between two and four individuals).

Agencies must maintain documentation that validates that services were billed
based on the correct staff to individual ratio.

Billing Standard
The unit of service for Community Habilitation services is an hour. Services are billed
in 15- minute increments, with a full 15 minutes of service required to bill a single
increment (i.e., there is no “rounding up”).
For each continuous period of service delivery (or “session”), the provider must
document the delivery of at least one individualized, face-to-face service provided by
CH staff that is based on the individual’s Community Habilitation Plan. The provider
must also document the service start time and service stop time for each
Community Habilitation “session.” The billable service time for Community
Habilitation is the time when CH staff are providing face-to-face CH services to an
individual.

For example, an individual may receive Community Habilitation
services for a one-hour session in the morning from 9:00 a.m.
to 10:00 a.m. and again for a two-hour session in the afternoon
from 3:00 p.m. to 5:00 p.m. For the morning session, the CH
staff must contemporaneously document the service start time
(9:00 a.m.) and the service stop time (10:00 a.m.) and
document the provision of at least one face-to-face service
which is drawn from the individual’s Community Habilitation
Plan. For the afternoon session, the Community Habilitation
staff must contemporaneously document the service start time
(3:00 p.m.) and service stop time (5:00 p.m.) and document the
provision of at least one face to-face service which is drawn
from the individual’s Community Habilitation Plan.

1. For individuals residing outside of an OPWDD-certified setting and for individuals
residing in a Family Care Home (FCH):
●
●

The individual may receive Hospice at the same time as CH services.
The individual may receive Personal Care, Home Health Aide, or nursing
services at the same time as CH services. This is only in cases where the
Community Habilitation Plan describes supports and services that are

40

●

●

●

distinct and separate from the supports and services being provided by the
Personal Care, Home Health Aide, or nursing staff.
Time that the individual spends with his/her MSC Service Coordinator during
face-to- face visits may be included as CH billable service time as long as
Community Habilitation staff is present.
Time that the individual is at a medical appointment with a physician
(including a psychiatrist), a nurse practitioner, or physician assistant, or at a
dental appointment as long as CH staff is with the individual at these
appointments. Transportation to and from the medical appointment may
also be counted as long as staff accompany the individual and Medicaid is
not being charged separately for a transportation attendant for the trip.
Time that the individual is at an appointment for a clinical service of the type
described below and staff is with the individual in order to facilitate the
implementation of therapeutic methods and treatments. The allowable types
of clinical services are occupational therapy, physical therapy, speech
therapy, psychology, dietetics and nutrition, and social work. The time when
an individual is being transported to and from the appointment may also be
counted as long as the staff accompanies the individual and Medicaid is not
being charged for a transportation attendant for the trip. Payment for CH
services delivered concurrently with these clinical services is contingent upon
the need for the CH staff’s participation in the specified clinical service being
described in the individual’s CH Plan.

Note: For each calendar year, reimbursement is available for
CH staff to participate in no more than 12 clinical appointments
per person, per clinical service type.

●

Day of admission and day of discharge to a hospital, nursing home,
rehabilitation facility, or ICF if CH Services are delivered prior to admission or
after discharge and the services are not delivered in the hospital, nursing
home, rehabilitation facility, or ICF/DD.

2. For individuals living in a Individualized Residential Alternative (IRA) or Community
Residence (CR):
●
●

The individual may concurrently receive hospice and CH services.
Time when the Medicaid service coordination (MSC) service coordinator is
conducting the face-to-face MSC visit with the individual may be counted
toward the CH billing as long as the CH staff is present. This concurrent
billing is allowed in order to promote the coordination of services.
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●

Nursing services may be provided concurrently with CH services, but only in
cases where the CH plan describes supports and services that are distinct
and separate from the supports and services being provided by the nursing
staff.

Further billing limitations for individuals residing in OPWDD-certified settings (IRA,
CR and FCH) include the following:
●
●

Community Habilitation services may only be reimbursed if the services are
delivered on weekdays and have a service start time prior to 3:00 p.m.
CH services may not be reimbursed on a given day that the individual
receives:
○ one full unit of group day habilitation services; or
○ one full unit of prevocational services; or
○ one full unit of a blended service (which is a combination of day
habilitation and prevocational services); or
○ any combination of two half units of group day habilitation,
prevocational services or blended services.

On a given day, a maximum of the following may be reimbursed:
●
●

six hours of CH services; or
the combination of:
○ one half unit of group day habilitation, prevocational services or
blended services; and
○ four hours of CH services.

Service Documentation
Medicaid rules require that service documentation be contemporaneous with the
service provision. Required service documentation elements are:
1. Individual’s name and Medicaid number (CIN). Note that the CIN need not be
included in daily documentation; rather, it can appear in the individual’s Community
Habilitation Plan.
2. Identification of the category of waiver service provided. For billing and service
documentation purposes, the individual’s Individualized Service Plan (ISP) must
identify the CH category of waiver service (e.g., Community Habilitation or
Community Hab).
3. A daily description of at least one face-to-face service provided by staff during
each “session” (or continuous period of Community Habilitation service provision).
Face-to-face services are individualized services based on the person’s Community
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Habilitation Plan, e.g., the staff person documents that he/she “taught the individual
to follow instructions in a recipe.”
4. Documentation of start and stop times. The provider must document the service
start time and service stop time for each continuous period of CH service provision
or “session.”
5. Documentation of the staff-to-individual ratio. If the individual resides in a non
certified setting, the provider must document if a staff person was serving one
individual, two individuals, three individuals, or four individuals at the time of
service delivery. If the individual resides in a certified setting, the provider must
document if the staff-to-individual ratio was one staff to one individual or one staff
to group (between two and four individuals).
6. The individual’s response to the service. For example, the staff person documents
that “the individual was able to keep to the grocery list.” Note: This element of the
documentation does not have to be recorded for every service session as long as
the individual response is documented in a monthly summary.
A provider may choose to include the individual response more frequently (e.g.,
daily).
7. The date the service was provided.
8. The primary service location (e.g., the individual’s residence).
9. Verification of service provision by the Community Habilitation staff person
delivering the service. Initials are permitted if a “key” is provided which identifies the
title, signature and full name associated with the staff initials.
10. The signature and title of the Community Habilitation staff person documenting
the service.
11. The date the service was documented and signed by the Community Habilitation
staff person.
Acceptable formats for the service documentation supporting a provider’s billing
submittal include a narrative note or a checklist/chart with an entry made
contemporaneously during CH service delivery.
Narrative Note Format
If the narrative note format is selected, the documentation can be completed in one
of two ways:
1. A daily service note describing at least one face-to-face individualized service
delivered by CH staff for each CH “session.” The note does not include the
individual’s response to the service. If this format is selected, a monthly summary is
required. This monthly note must summarize the implementation of the individual’s
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Community Habilitation Plan, address the individual’s response to the services
provided and any issues or concerns; OR
2. A daily service note describing at least one face-to-face individualized service
delivered by Community Habilitation staff for each Community Habilitation “session”
and the individual’s response to the service delivery. Additionally, at least one of the
daily notes written during the month must summarize the implementation of the
person’s Community Habilitation Plan and address any issues or concerns.
Checklist/Chart Format
For each service session, a provider may elect to document the face-to-face
Community Habilitation service delivered by CH staff using a checklist or chart. If
this format is selected, a monthly summary is also required. The monthly summary
must summarize the implementation of the individual’s Community Habilitation
Plan; address the individual’s response to services provided and any issues or
concerns.
Both the Narrative Note format and the Checklist/Chart format must include all the
Service Documentation elements listed above, including a description of at least one
face-to-face individualized service provided by Community Habilitation staff for each
Community Habilitation session. The start and stop time for each Community
Habilitation “session” must also be documented.
Other Documentation Requirements:
In addition to the service note(s) supporting the CH billing claim, the agency
providing CH services must maintain the following documentation:
●

●
●
●

●
●

A copy of the individual’s Individualized Service Plan (ISP), developed by the
individual’s Medicaid Service Coordinator (MSC) or Plan of Care Support
Services (PCSS) Service Coordinator if the individual is HCBS Waiver enrolled
or receives service coordination. For Community Habilitation, the following
elements must be included in the ISP:
Identification of the CH category of waiver service (e.g., Community
Habilitation or Community Hab).
Identification of the agency providing the CH services.
Specification of an effective date for Community Habilitation that is on or
before the first date of service for which the agency bills Community
Habilitation for the individual.
Specification of the frequency for Community Habilitation as hour or hourly. ▪
Specification of the duration for Community Habilitation as “ongoing.”
The Community Habilitation Plan developed by the agency providing CH
services that conforms to the Habilitation Plan requirements found in
Administrative Memorandum #2012-01. For Community Habilitation, the
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●

●

habilitation plan should clearly identify that the habilitation plan is for
Community Habilitation (e.g., titled “Community Habilitation Plan”). The
Community Habilitation Plan must “cover” the time period of the CH claim.
If an individual chooses to family-direct all or part of his or her Community
Habilitation services and receives any additional OPWDD services outside of
the home, at least one representative from the outside service(s) must
participate at least annually in the individual’s ISP review.
If an individual chooses to self-direct or family-direct part of his or her CH
services, the agency providing CH services only needs to maintain one
Community Habilitation Plan.

The management of self-directed or family-directed services
where the provider agency is co-managing the delivery of CH
services must be described in a co-management agreement
between the person, the CH provider and if one exists, an
identified adult.

Billing requirements for self-directed (where the person self-hires staff) services is
available under separate guidance.

Documentation Retention
All documentation specified above, including the ISP, Community Habilitation Plan
and service documentation, must be retained for a period of at least six years from
the date the service was delivered or when the service was billed, whichever is later.
For additional information on the documentation requirements or to request
samples of documentation checklist formats and a co-management agreement,
contact the OPWDD Director of Waiver Management at (518) 486-6466 or email
peoplefirstwaiver@opwdd.ny.gov.
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No-Contact Com Hab and Respite Work
Below are guidelines for authorized forms of virtual/remote/touchless Community
Habilitation and Respite work:
●
●
●

COM HAB may be visual and audio through such applications as FaceTime,
WhatsApp, Zoom, or Skype, or audio only (e.g., over the phone).
RESPITE must be visual and audio through such applications as FaceTime,
WhatsApp, Zoom, Skype.
Essential errands may be performed such as delivering groceries to the
individual’s home.

Using any public-facing platform to provide support is not allowed. For instance,
Com Hab and Respite workers may not perform their services for individuals
through Facebook Live, SnapChat, or TikTok.
Com Hab and Respite workers may not make and distribute recordings. Sharing on
social media is not permitted under any circumstances.

Additional Documentation Required
For telehealth or telesupport services, Com Hab and Respite workers must provide
additional documentation along with their timesheets:
●
●
●
●

MODALITY: specify whether the session was visual and/or audio and
conducted through which application.
LOCATION of the provider and the location of individual.
Others present and participating during the session (e.g., member of the
person’s Circle of Support who participated.
Any interruptions in the session.
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Service Continuity during Hospitalizations3
For hospitalized patients for whom a support person has been determined to be
essential to the care of the patient (medically necessary) including patients with
intellectual and/or developmental disabilities (I/DD), and patients with cognitive
impairments including dementia, the New York State Department of Health
considers one support person at a time as essential to patient care in the
emergency room or during hospitalization.
For these hospitalized patients, especially with prolonged hospitalizations, the
patient or family/caregiver may designate two support people; but only one support
person may be present at a time. This support person can be the patient’s family,
caregiver, or another person they chose.
In these settings, the person will be the only support person allowed to be present
during the patient’s care. This restriction must be explained to the patient and
support person in plain terms, upon arrival or, ideally, prior to arriving at the
hospital. Hospital staff should ensure that patients fully understand this restriction,
allowing them to decide who they wish to identify as their support person.
Individuals aged 70 years or older are not encouraged to be support persons idue to
increased risk of COVID-19 infection.
The support person of a patient with confirmed or suspected COVID-19 who has
been a close contact of the patient has potentially already been exposed to
COVID-19. These support persons should:
●
●
●
●

Wear a surgical or procedure mask throughout their time in the hospital,
Practice scrupulous hand hygiene,
Remain in the patient’s room except for entrance and exit from the hospital;
and
While in the room, a gown and gloves should be worn to prevent the person’s
hands or clothes from becoming contaminated. Eye protection should be
worn while in the room if available.

If the support person of a patient with confirmed or suspected COVID-19 has not
been a close contact of the patient and does not have a history of confirmed
COVID-19, the support person should:
●
●

Wear a surgical or procedure mask throughout their time in the hospital,
Practice scrupulous hand hygiene,

Based on New York State Department of Health, “Health Advisory: COVID-19 Updated Guidance for
Hospital Operators Regarding Visitation” (April 2020).
3
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●
●

Remain in the patient’s room except for entrance and exit from the hospital,
and
While in the patient’s room, a gown and gloves should be worn to prevent
the person’s hands or clothes from becoming contaminated. Eye protection
should be worn while in the room if available.

Again, in these circumstances the risks of acquiring COVID-19 should be fully
explained, so that the patient and support person can make an informed decision of
whether or not the support person’s presence at the patient's bedside is essential to
the patient’s health.
If the patient does not have confirmed or suspected COVID-19, the support person
should:
●
●
●

Wear a surgical or procedure mask throughout their time in the hospital,
Practice scrupulous hand hygiene, and
Remain in the patient’s room except for entrance and exit from the hospital.

Hospital staff must screen the support person for symptoms of COVID-19 (e.g.,
fever, sore throat, runny nose, cough, shortness of breath, muscle aches, or
diarrhea) and conduct a temperature check prior to entering the clinical area and
every twelve hours thereafter for the remainder of their presence at the bedside.
When providing personal protective equipment to a support person, instructions on
PPE conservation strategies should be provided to minimize unnecessary waste (i.e.
prolonged wearing).
If a support person has confirmed or suspected COVID-19 or presents with or
develops symptoms of COVID-19, they should be excluded from the facility. In this
situation, through informed decision making the patient and family may choose to
select a different support person.
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Individual Directed Goods and Services (IDGS): Community Classes or Publicly
Available Training and Coaching
Community Classes are a tenet of Self Direction and a way to enrich and create a
meaningful life. We encourage everyone to fully utilize their Community Class section of
their budget.
However, classes must be approved by Meaningful NY prior to starting or enrollment.
There are many criteria Fiscal Intermediaries are required to adhere to regarding the
vetting of Community Classes. These include:
●
●
●

●
●

Classes must be available to the general public with posted fees
Classes should be integrated or in an integrated setting with members of the
general public whenever possible
Classes must relate to subjects outlined in the Life Plan’s valued outcomes (Music,
Cooking, Art, Computer classes, Yoga, Martial Arts…) and be habilitative in nature,
meaning they are not solely recreational
Private training may be approved if services are outlined in the Life Plan and
provided by a qualified instructor
Classes must be non-credit baring and cannot be used towards a degree

In order to review and approve classes, Meaningful NY will ensure:
●
●

●
●

The class is not certified, on the premises of, or being run by a certified OPWDD
program/agency
The class is not medically therapeutic. If the class or individual instruction is
considered therapy and provided by a licensed therapist (SPL, PT, OT, PsyD, PhD,
etc.), please contact your broker for further guidance
The class is operated by a reputable and qualified instructor with verifiable
credentials associated with the class they are teaching
The class is advertised in a manner that would elicit the general public’s interest
(Website, Facebook or Instagram page. Brochures are not a preferred means of
advertisement but may be considered if demonstrated the brochure is posted in
publicly accessible spaces)

If you believe the class you are interested in meets these requirements, please send the
information (web links) to your FI Coordinator for review prior to starting or enrolling in
classes. We will review the class and inform you if approved. For a list of approved MNY
Classes please check with your FI Coordinator for the most current listing.
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Individual Directed Goods and Services (IDGS): Community Classes or Publicly
Available Training and Coaching—Continued
Intent: For people who choose to self-direct their supports and services there are
opportunities to participate in events and activities within the community that are of their
choosing. Rather than attend a "program" designed and delivered by a provider, they can
participate in community based settings, with staff supports if needed, to engage with a
broader group of people who are not all people with disabilities.

Community Classes are a great opportunity for people to connect with others who have
similar interests. OPWDD was supported by CMS to broadly define these community
classes to allow people who self-direct their services the opportunity to participate in
learning, along with the broader community, in the areas where they have the greatest
interest. The key components of Community Classes include the expectation that they are
available to the general public, community based and integrated, meaning that they are not
segregated and only provided to people with intellectual and developmental disabilities.
Additionally, community classes are part of a larger self-directed plan and are interspersed
with other activities such as work, volunteering, exercising, or more structured habilitative
support. It is not envisioned that people attend community classes as a full time daily
activity.

It is the opinion of OPWDD that services that are only provided to people with
developmental disabilities are able to be developed through traditional waiver program
models and should be accountable to the payment, quality oversight and regulatory
standards that are applicable to that service. Self-Direction funding cannot be used to
circumvent the processes in place.

Definition in the Waiver: Classes available to the general public in any subject area that
relates to a person's valued outcomes (Art, Dance, Exercise, Cooking, Computer Training,
etc.)

Sessions with a private trainer (physical education/exercise) may be covered as long as the
service relates to a valued outcome). Classes must be related to a habilitative need in the
individual's person-centered plan and not just for recreational purposes. Classes must be
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non-credit bearing; IDGS funding is not for matriculated students as there are alternate
funding sources for educational supports through VESID

How can you determine if a Community Class is “integrated"?
A community setting is considered "integrated" if all of these four criteria are met:
1. The setting and class is open to and attended by the broader community
2. The setting is not certified by OPWDD
3. The setting results in interactions with other participants who do not have an
intellectual or developmental disability
4. The class is not being run by OPWDD or provider agency staff who are acting in their
official capacities

How is it determined if classes are "Available to the General Public"?
In determining if a community class meets the standard of being "available to the general
public," the following five questions should be asked:
1. Is it taught by staff or run by an agency that provides OPWDD services to people
with IDD? (Yes / No)
2. Is it located on the grounds where OPWDD services for people with IDD are
normally provided? (Yes/No)
3. Is it open to the public? (Yes / No)
4. Does it have published fees? (Yes / No)
5. Are people who are not OPWDD eligible going to the class (in this case parents and
staff do not count)? (Yes / No)
Answers need to be consistent with those highlighted for the class to be considered
"available to the public".

How can Community Classes demonstrate that they are consistent with these defined
expectations?
●
●

Community Classes are usually marketed to the general public with published fees.
Community classes are typically attended on a part time basis or periodically, they
are not typically attended repeatedly or for long duration. Classes can focus on
specialized content or operate at a slower pace that may be of greater interest to
people with disabilities; however integrated settings typically have classes available
that are of interest to a broader group of people in the community.
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What would raise question or concerns?*
●
●
●
●
●
●

Classes that have been taken repeatedly by the same person.
Settings where the same group of people repeatedly attend the same classes.
Settings that have the same group of people come every day for all day.
Work activities occurring during class participation that is not reimbursed to the
individual in line with Department of Labor requirements.
Setting that is located where OPWDD services are regularly delivered.
If instructors for the class are working in a capacity similar to direct care staff (e.g.
are providing oversight and supervision and not clearly presenting content related
to their area of expertise for the class). The class has a requirement that the
individual must be able to "work” in a set staff to individual ratio.

The class is provided by an agency that has a focused mission of serving individuals with
intellectual and developmental disabilities. These agencies will have to demonstrate, upon
request, that the general community attends.

Classes that do not clearly meet the definition of a community class will need to have a
minimum of a 40:60 ratio (40% individuals who are not OPWDD eligible and 60% individuals
who are OPWDD eligible). Staff, program volunteers, and family members do not count
toward the ratio. OPWDD reserves the right to review any class that does not meet the
definition of a community class.

* Settings that deliver classes in a manner that are consistent with these parameters
appear to have the profile of a Day Habilitation Program or a work enclave.
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Pre-Approved Community Classes
Type

Company

Phone

Music
Music

Jivie
Paola Perez
Spin DJ
Academy
Marlene
Myerson JCC
Brooklyn
Conservatory
of Music
FLY Center
NYC

602-435-9136

Music
ALL
Music

Horse riding
ALL
Hebrew School
Karate

Multi-Service
Music
Multi-Service
Riding
Sports
Art

Address
510 West 55th Street
#401 New York,NY

RVC and Amityville
334 Amsterdam Ave,
(646) 505-4444 New York, NY 10023

Location
Manhattan
Manhattan

(631)608-8858

58 7th Ave, Brooklyn,
(718) 622-3300 NY 11217
131 West 110th Street
646.524.5984 #1E NYC
8803 70th Rd, Flushing,
(718) 261-7679 NY 11375
167 BROADWAY/RT
107,HICKSVILLE, NY
516-573-2250 11801

Gallop NYC
PAL(Police
Activity
League)
Arden Heights
Boulevard
1766 Arthur Kill Rd,
Jewish Center (718) 948-6782 Staten Island, NY 10312
American
Karate of
2795 Richmond Ave,
Staten Island (718) 761-7366 Staten Island, NY 10314
Sid Jacobson
Jewish
Community
300 Forest Dr,
Center
(516) 484-1545 Greenvale, NY 11548
751 Saint Marks
Harmony's
AVE.,Apt
Melodies
C1,Brooklyn,NY 11216
Good Job
54-47 Little Neck Pkwy,
Angels
632-769-7682 Little Neck NY 11362
CLCF DBA
Winslow
1433 Route 17A
Therapeutic
(845)986-6686 Warwick, NY 10990
New York
Indoor Sports
15-35 126thst , College
Club
718-358-8860 Point, NY 11356
ART Central
32-49 203rd St.,Bayside,
LLC
917-858-8045 NY 11361

Manhattan
Brooklyn
Manhattan
Queens
Nassau
Staten Island
Staten Island

Nassau
Brooklyn
Queens
Orange county
QUEENS
Queens
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Swim
Swim
Performing Arts
Music
Swim

Socialization
Multi Sport
Swim
Swimming

Central
Queens/YM/Y
WHA
Sanck and
Friends
Acting out
playhouse
Opus 118
Harlem School
of Music
Asphalt Green
-Swim
Sid Jacobson
Jewish
Community
Center (Rave )

67-09 108th St, Forest
(718) 268-5011 Hills, NY 11375
316 E 53rd St, New
(212) 439-9996 York, NY 10022
11 Hamilton Ave,
(845) 325-2769 Warwick, NY 10990
433 E 100th St, New
(646) 842-2775 York, NY 10029
555 E.90 th St., New
646-981-2246 York, NY 10128

516-484-1545

Be the Best
Sport
516-453-0990
Goldfish Swim
School of
Garden City
516-267-5720
McBurney
YMCA
212-912-2300

650 Stewart Ave,Ste 25
,Garden City, NY 11530
125 W 14TH st. , New
York, NY 10011
3 Park Plaza,
(Upstairs--Entrance in
the Rear), Glen Head,
(516) 674-0082 NY 11545
214 43 35th ave.,
516-766-5437 Bayside, NY 11361
536 Main St, New York,
(646) 752-3839 NY 10044
82 W 3rd StreetNY NY
866-321-2437 10012

Soccer

Glen Dance
Studio
Pro Soccer
Kids

Multi-Service

Island Kids

Chess

Tennis

CHESSNYC
Manhattan
Fencing
Center
212-382-2255
Roosevelt
Island Racquet
Club
(212) 935-0250

Golf

Danny Choi
Golf Academy 718-757-2295

Music

Lee's Music
Studio

Dance

Fencing

300 Forest Dr,
Greenvale, NY 11548
30 Beechwood ave.,
Port Washington, NY
11050

718-938-1530

Queens
Manhattan
Orange County
Manhattan
Manhattan

Nassau
Suffolk
Nassau
NYC

Nassau
Queens
Roosevelt Island
Manhattan

15 W 37th St, New York,
NY 10018
Manhattan
281 Main St, Roosevelt
Island, NY 10044
Roosevelt island
377 Denton Ave, North
New Hyde Park, NY
11040
Nassau
57-07 223rd st, 2nd fl,
Oakland Gardens, NY
11364
Queens
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Horse riding

(516) 333-6151

Music

Horseability
New Windsor
Music
Academy

Music

Musicamente

617-784-4246

Multi service

Atlas

914-494-9888

Skating

Iceland Long
Island

(516) 746-1100

Gaming

(845) 784-4071

Camp

Dew Drop Inn (516) 359-6332
Indian Head
Ranch
631-766-0155
Ramapo for
children
845-876-8421

Music

Real Brave

718-514-7111

Swimming

swimjim
QM
International
Art Center

(212) 749-7335

Horse riding

Multi Art
Camp

718-661-4111

camp mosholu 718-882-4000
New York
Sluggers
Baseball
Academy
718-292-1234

223 Store Hill Rd, Old
Westbury, NY 11568
318 Blooming Grove
Turnpike, New Windsor,
NY 12553
759 QuincySt. Apt 1,
Brooklyn, NY 11221
252 West 29th Street
3rd Floor. New York, NY
10001
3345 Hillside Avenue,
New Hyde Park, NY
11040
100 Austin
Street,Patchogue, NY
11772
1500 Peconic Ave West
Babylon, NY
Rt 52 Salbury Turnpike,
Rhinebeck, NY 12572
187-08 Union
Turnpike,Fresh
Meadows, NY 11366
3 W 102nd St., #3A,New
York, NY, 10025
136-16 31st Rd, suite 2A
, Flushing NY 11354
USA
3450 Dekalb Ave,
Bronx, NY 10467

Nassau
Orange County
Brooklyn
NYC
Nassau
Suffolk
Suffolk
Dutchess County
Queens
NYC/Brooklyn
Queens
Bronx

728 E 136th St., Bronx ,
NY 10454
Bronx
1540 Van Siclen
Brooklyn
Avenue,Brooklyn, NY
Multi Fitness
Sports Club
718-642-2720 11239
Brooklyn
Very Personal
491 6th Ave, Brooklyn,
Personal Training Training
(347) 204-8654 NY 11215
Brooklyn
Lola's Luis
Creative and
Performing
755 East 235th
Creative Arts
Arts Studio
718-655-1607 Street,Bronx, NY 10466 Bronx
Baseball

Personal Training Katz Fitness
Multi Art/Fitness

Fenix Studios

(201) 739-7343

Richmond
4442 Arthur Kill Rd,
(718) 227-2345 Staten Island, NY 10309 Richmond
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Gaming

Game-U

Personal Training GymGuyz
SUNY ORANGE
- Bridges
Transition
transition
Program
program
Laura Callen
Acting/Voice
Acting /Voice
Coach
Coach
Acting/Voice
Coach
Amaker Smith
Manhasset
School Of
Music
Music
Great Strides
Horseback Riding Long Island
Freeport
Recreation
Multi service
Center
Artful
Art
Expressions
Music
Art
ART
Camp
Art

908.968.4294

Multi Locations
Travel to individual
(855) 496-4899 home

845-341-4694

115 South
Street,Middletown, NY
10940

Multi Location
Brooklyn/
Nassau/Westchester

Orange

508-333-7832
347-609-0972
516-294-2928

631-786-9708

356 Willis Ave., Mineola,
NY 11501
Nassau
41
CORAM-SWEZEYTOWN
ROAD, MIDDLE ISLAND,
NY 11953
Suffolk

130 E Merrick Rd,
(516) 377-2314 Freeport, NY 11520
Nassau
93 Echo Ave. Miller
(631) 946-4278 Place, New York 11764 Suffolk
75 East Rogues Path,
Long Island
Huntington Station, NY
Music Therapy 631-245-0275 11746
Suffolk
Frances
Smokowski
(301) 768-2284 Ossining, NY
Westchester/Home
Dinni's Art
752A S Broadway,
Studio
516-754-0939 Hicksville, NY 11801
Nassau
2 Chet Swezey Rd,
Camp Pa- Qua
Center Moriches, NY
-Tuck
(631) 878-1070 11934
Suffolk
Choi Art
Studio/Davinci
45-26 220th Ave. Fl.1
art
516-448-5303 Bayside NY 11361
Queens/Nassau
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Procedures & Practices
Completing Onboarding Paperwork in Paycom

In Paycom, navigate to your checklist so you can complete all their required onboarding
paperwork. If you scroll down, you'll see the section labeled “Checklist.” Click “View my
checklist.”
If you are a respite staff, you will see two checklists: the self hired staff onboarding list as
well as the MNY respite job description.
If you are a Com Hab staff, you will see two checklists as well. However, they will be the
self-hired staff onboarding list and the MNY Com Hab job description.
Once you open these checklists, you will see all of the different tasks that you need to do to
get started. When you complete items in the onboarding checklist, you can view a
timestamp of which day you completed a given task as well as the percentage of tasks
complete in the onboarding process.
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You can click “Return to My Checklist” to see any other checklist items you may need to
complete here.
If you would like to view your documents after you have completed them, just to double
check that everything was done correctly, you can go to the “Document” tab at the top of
the screen.
If there's anything else that you need to complete for the documents, you will see them
under “Action Required.”
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Signing and Approving a Budget

Sign into the My Care portal in eVero and view your dashboard.
Then move your cursor to the SDS dropdown menu and click “SDS Summary.”
On the next landing page, scroll down to find “Budget List” and select the appropriate
BudgetID corresponding to the budget period. You should then be redirected to a screen
where your budget summary is presented in detail.
Scroll down to locate the “Review” button and click on it. You will then see a prompt: “Are
you sure you want to review this budget?” Go ahead and click “Yes.”
Once you click “Yes,” the system will bring you back to the main screen where the budget
lists are presented.
To make sure the review went through, click on the BudgetID. You’ll then notice on the right
side of the table (you may have to scroll horizontally) that there should be a checkmark
under “Individual Review” where you can see who reviewed the budget and when. Please
take this last step to ensure your budget approval was successful.
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Reviewing and Approving Staff Activity Fees

To review and approve staff activity fees, navigate to the menu bar in eVero and click on
“Staff Activity Fees.”
From here, check each entry that staff has entered to ensure accuracy.
If you agree with the listed fees, you can select all by clicking the white box in the top left
corner of the table presenting the listed fees.
Or, if you want to review the fees individually, click on each entry and then click “Review.”
“Do you want to review the selected activities?” you’ll read on the screen. Click “Yes” and
decide whether to approve each staff activity fee.
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Uploading Transportation into eVero

Log into eVero and arrive at your dashboard. Move your cursor to the SDS dropdown menu
and click “Invoice.”
When you've navigated to your invoice page, click on the orange plus sign. This will bring up
a blank invoice.
Select the transportation invoice date—the last date for which you are invoicing
transportation.
Then choose your program, either Individual Directed Goods and Services (IDGS) or Other
than Personal Service items (OTPS).
When entering transportation, please be sure to include:
●
●
●

Mileage (round trip)
Destination address
Description of transportation

Please note: for travel involving more than one mode of transportation (e.g., a taxi ride and
a subway ride), you can present the expenditure in one attachment, comprehensively,
rather than itemizing each component of the trip separately.
When your transportation uploads are complete, including the corresponding descriptions,
scroll down and make sure the checkmark is green to see the transportation uploads were
successful.
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Reviewing Staff Transportation

In eVero, click “Transportation” to navigate to the staff transportation page. Enter the date
range for the period for which you want to review staff transportation expenses.
Each transportation entry will display the name of the staff member who traveled, the
distance traveled, the expenses to be reimbursed, the date the entry was made, the date
that each request was answered, and comments on the expenditure.
If you are in agreement with all listed transportation expenses, you may press the white
box in the top left corner to select all.
If you prefer to review transportation expenses individually, then you can click each one
separately. Then you will be able to review each line item and approve as you see fit.
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Signing and Approving Monthly Summary Notes

Monthly Summary Notes are important because they allow Meaningful NY to stay in
compliance each month and address any self-direction issues that may have arisen over
the preceding weeks.
Families and participants should sign off on monthly summary notes either at the end of
each month or the first week of the following month.
In order to sign off on a monthly summary note in eVero, navigate to the “SDS” dropdown
menu and select “SDS Summary.”
When you click on “SDS Summary,” you're going to be redirected to a page that presents a
comprehensive overview of your budget summary as well as other pertinent self-direction
service summaries.
Scroll down until you get to your Monthly Summary list and select the Monthly Summary
Note you want to review and approve. A popup window will then display the Monthly
Summary Note.
You can review your Monthly Summary Note by scrolling and looking through every page to
ensure the note is complete and accurate.
In order to sign off on a Monthly Summary Note and approve it, hit the “Review” button at
the bottom of the popup window. The system will then ask, “Are you sure you want to
review this?” and you must click “Yes.”
Once you click “Yes,” a popup will then read, “Document reviewed successfully.” At that
point, please click “OK” to complete the Monthly Summary Note approval.
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Requesting Time Off for Full Time Employees

If you need to request time off, you can do that from Paycom. Everything can be done in
the system rather than emailing HR directly.
Once you've logged in, you will see “Time-Off Requests” as well as “Accruals” beneath it.
You can click “Request Time Off” and in the calendar, you will see the month that we are
currently in. If you need to go to another month, of course, you can always scroll forward.
Click the green plus sign on the calendar day for which you would like to request time off
and enter how many hours you need and which accrual type you'll be using (a holiday
personal day, sick day or vacation day) and the date it will start and the date it will end.
If need be, you can enter multiple days into one time-off request.

64

Uploading an Invoice into eVero

Sign into eVero and view your dashboard.
Move your cursor to the SDS dropdown menu and click “Invoice.”
Once you've navigated to the invoice section, click the orange plus button to bring up a new
blank invoice.
Select the appropriate date for the invoice.
Then bring your cursor over to “Program” and choose either Individual Directed Goods and
Services (IDGS), Family Reimbursed Respite, or Other than Personal Service items (OTPS).
When entering invoice line items, please be sure to include:
●
●
●

Expenditure category (e.g., community classes)
Expenditure amount (double check that it is not more than the budgeted amount)
Expenditure description (e.g., “Gym Membership for May 2021”)

Then hit “Browse,” find your invoice, and click on it. At this point, your invoice will upload.
If applicable, check the “1099 Request” if you will also require us to issue a tax form 1099
for miscellaneous income.
Click the “Save” button.
To verify that the invoice has uploaded successfully, return to the “Invoice” page from the
“SDS” dropdown menu. Look for a green checkmark and double check the date and time it
was uploaded.
Now you are in the reimbursement process!
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Editing an Invoice into eVero

If you need to make any corrections to an invoice, please return to the “Invoices” page
under the “SDS” dropdown menu in eVero.
Scroll down to find the invoice that you want to edit.
Locate the line item that needs correction and click the orange pencil icon in the lower right
corner, which, if you hover the icon, should then read “Edit.”
Make your correction (e.g., expenditure amount).
If you uploaded an incorrect invoice, hit the “X” mark to remove it.
Then click the “Browse” button to upload a corrected invoice.
Click “Save” when everything looks accurate.
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Uploading Family Reimbursed Respite (FRR) into eVero

From your dashboard page in eVero, move your cursor to the SDS dropdown menu and
click “Invoice.”
On the “Invoice” page, click on the orange plus sign to add a new invoice. Note: when you're
uploading your Family Reimbursed Respite (FRR) for the month, put all of the expenditures
into one invoice.
Select the date of the last expense.
Under “Program,” select Family Reimbursed Respite.
Your category will automatically come up. For “Reimbursable Items Paid To,” list yourself.
Then add services, entering the date and time of each day you used Family Reimbursed
Respite services. Note: for overnight services, enter as two different days/times (e.g., for an
overnight that went from 8:00 p.m. one evening to 8:00 a.m. the following morning, enter
one FRR service for 8:00 p.m. to 11:59 p.m. and then another for 12:00 a.m. to 8:00 a.m.).
Please be sure to enter a description of your FRR, trying to be as specific as possible.
Then hit “Save.”
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Updating School Schedule
To update a school schedule, please follow these steps in eVero:

1) Under “All Apps” select “Facility”

2) Click on MeaningfulNY

3) Go to “Settings” in the menu bar and select “School Schedule” from the dropdown.
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4) Use the “Template” schedule to update the individual's weekly school schedule.

You can select whether your individual is Com Hab or Respite from the dropdown.

5) Begin to type the individual’s name in the white box under where it says “Individual’s
name” to find their schedule and select the orange “edit” icon on the bottom to edit.
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6) Click on the time to edit it.

7) Edit the time and select “OK” when done.
8) Make sure you change each day Monday – Friday to the correct time. When you are
finished, click “Save.”
9) A window will pop up asking you the “Effective Date.” You will choose the date you
want this schedule to start and then click “OK.”

Note - “Actual Schedule” is used to change holidays or miscellaneous days that the individual is
out. If this individual is out of school for any reason other than a holiday, an official note from
the school must be sent to Payroll confirming they were not in school.
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Vetting Form
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Termination Form
If a staff member is resigning, a resignation form should be requested by the broker to
submit to HR along with this MNY termination form.
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Meaningful NY Contact List

Last Name
Campo

First Name
Jess

Email
jess.campo@meaningfulny.org

Phone
347-628-7063

Cole

Caitlin

caitlin.cole@meaningfulny.org

929-275-0112

Del Orbe

Jacqueline

jacqueline.delorbe@meaningfulny.org

347-988-4086

Foster

Carmen

carmen.foster@meaningfulny.org

929-409-0796

Quigley

Michele

Michele.quigley@meaningfulny.org

929-409-1027

Simon-Blugh

Fay

fsimon-blugh@meaningfulny.org

929-457-2007

Thompson

Sharon

sharon.thompson@meaningfulny.org

929-457-2003

HR

HR@meaningfulny.org

Timesheets

timesheets@meaningfulny.org

Sinavbarov

Muallimsho

Muallimsho.sinavbarov@meaningfulny.org

Mallard

Goldean

Goldean.mallard@meaningfulny.org

Bacchus

Priscilla

Priscilla.bacchus@meaningfulny.org

Smith

Jonessa

Jonessa.smith@meaningfulny.org

Ortiz

Summer

Summer.ortiz@meaningfulny.org

