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Personal Funds Policy

Personal Funds Philosophy

The policy of Core Services of Northeast Tennessee is to support People, as needed and in the manner requested to manage their own personal funds.  People who desire greater involvement in the management of their personal funds but lack necessary skills shall be provided appropriate personal funds management training in accordance with their ANNUAL PLAN.  People who are unable to manage their personal funds may choose another person to act of their behalf, such as a social security representative payee.  Core Services maintains written policies regarding how personal funds will be maintained and safeguarded ensuring that people supported have the amount of control and choice they desire to manage their money.  
Individual Support Plan

The Individual Support Plan (ANNUAL PLAN) shall address the following: 

1. The person’s capabilities and desires regarding personal funds management. Personal funds management via a representative payee is based on an assessed need. If the person supported desires to manage his/her funds independently then he/she will be supported to achieve this goal. 

2. The extent to which personal funds will be managed by the agency or the conservator. 

3. The person’s desire, if applicable, to have a separate bank account rather than an agency-controlled account for personal funds. Core Services will work with the person supported and COS to assure that each person’s capabilities and desires regarding personal funds are documented in the ANNUAL PLAN.  This will include preferences regarding representative payee, desire to manage funds independently and/or the extent to which personal funds will be managed by the provider or conservator.  
4. The person’s desire, if applicable, to have a joint bank account and share expenses with the person’s spouse. 

5. Any training or assistance needed to support the person supported in managing personal funds or to develop skills needed to increase independence with managing personal funds. 

6. Outcomes or action steps involving use of the person’s personal funds. 

7. Any health, safety or exploitation issues that require limitations on the person’s access to personal funds and strategies to remove limitations at the earliest possible time. 
The Independent Support Coordinator (ISC) or Case Manager shall aid with identifying and accessing providers of services specified in the ANNUAL PLAN and arranging those services to ensure that the person’s funds will not be spent when there is another payer source responsible (e.g., private insurance, Medicare). Core Services will notify the ISC or Case Manager of changes in the person’s personal funds that would require a revision of the ANNUAL PLAN, or that would affect implementation of actions required to meet the goals and objectives specified in the ANNUAL PLAN.
Parties Responsible for Funds Management

Person 

1. People shall be supported, as needed and in the manner requested, to manage their own personal funds. 

2. People who desire greater involvement in the management of their personal funds but lack the necessary skills shall be provided appropriate personal funds management training in accordance with their ANNUAL PLAN. 

3. People who are unable to manage their personal funds may choose another person to act on their behalf (e.g., person supported receiving Social Security may complete forms to designate a “Representative Payee”).

Representative Payee 

1. For a person who has been declared incompetent for purposes of money management the legal guardian or conservator shall be given the choice to manage the person’s personal funds or to choose a person or entity to act on the person’s behalf in managing such. 

2. If Core Services is chosen as a residential provider, the agency shall not require a person supported to designate Core Services as the Representative Payee for any reason, including requiring such designation as a condition in order to provide services to the person supported.
Core Services as Representative Payee
When Core Services of Northeast Tennessee serves as the representative payee for a person supported the following guidelines will be followed:

1. Core Services shall not charge the person supported a fee for funds management 

2. When Core Services is chosen to act as the Representative Payee the name of the legal guardian or conservator and the circumstances of the appointment shall be noted on the Social Security Administration application form (Form SSA-118K) in order for the guardian or conservator to be contacted if necessary. 

3. Core Services shall monitor the person’s income, expenses and resources, and shall maintain receipts to ensure that the person’s money is used first to meet the person’s current needs for food, shelter, clothing and medical care not covered by TennCare/Medicaid, Medicare, or private insurance and other items for the person’s personal comfort. 

4. Core Services shall ensure that all money held, disbursed, advanced or paid by the agency on behalf of the person supported is for the person’s personal use, benefit or expenses and not for the agency’s own use or gain. 

5. Core Services shall manage personal funds in accordance with accepted accounting practices. 

6. Core Services shall ensure that individual personal allowances kept in the person’s home are maintained separately and are not treated as household petty cash. 

7. Core Services shall ensure that records are kept for each person supported, including: 

a. Beginning and ending balances for each month. 

b. Documentation of money given to the person supported for personal spending. 

c. A description of any expenditures (with supporting receipts as outlined in the person’s annual plan) 
d. Maintenance of the person’s bank account; documentation of monthly reconciliation of bank statements, ATM and debit transactions, drafts, auto drafts, checks, deposits, to prevent negative bank balances. 

e. Maintenance of a separate bank account for all income for a person supported, if such is specified in the ANNUAL PLAN. 

f. Maintenance of a separate joint bank account for all income for two persons- supported who are legally married or cohabiting, if such is specified in their ANNUAL PLANs. Documentation that insurance policies (e.g., burial, life, etc.) purchased with the person’s funds is for the sole benefit of the person’s beneficiaries. 

g. The face value amount and name of the owner and the beneficiary of any life or burial insurance policies. 
h. Prepare an annual budget

8. If requested, Core Services will complete the SSA Representative Payee Annual Report and share with the person supported and/or the person’s conservator or legal representative.   
9. Core Services shall update personal fund ledgers in a timely manner to indicate funds provided to the person supported, including dated signatures of the individuals who supplied the funds. 

10. Core Services shall develop and implement adequate accounting procedures for each person’s personal funds to assure consistent availability of current information involving: 

a. The amount of financial resources available to each person supported for basic living expenses and for personal spending. 

b. The total amount of each person’s countable assets. When the maximum resource limit is reached by a Medicaid funded person supported, this must be reported to TennCare. In accordance with the Tennessee ABLE Act2, up to $14,000 may be deposited annually to the person’s ABLE account. The lifetime account limit is $350,000 per person. 

c. Documentation (e.g., receipts, monthly billings, checkbook ledgers) of expenditures made on behalf of the person supported, including justification that the purchase was appropriate and in accordance with the person’s needs. 

In the event of the person’s death, Core Services shall contact the local Social Security Office for guidance regarding the final disposition of the person’s assets. 
Personal Allowance Guidelines
It is presumed that the person supported has the ability to manage their money for personal spending without the need for staff assistance. 
The amount of money received by the person supported, including any requirements and/or limitations regarding personal spending, shall be specified in the annual plan.  
When the person supported chooses to receive money to be used for personal spending they shall sign for the money upon receipt or the transfer to their person debit card account. 

· Although person supported and provider agency are not required to obtain receipts for individual items purchased, Core Services does acknowledge collecting receipts as a best practice and will encourage receipts unless otherwise specified in the ANNUAL PLAN.
· The provider must maintain documentation of the person’s acceptance of the money. Such documentation must be available for review during surveys or audits and must specify the amount of money received by the person supported, the date received, and must include the person’s signature or mark. 

· The person’s signature or mark on the back of a check will not be considered sufficient documentation for auditing purposes. 

When managing personal allowances for people the provider shall: 

1. Provide appropriate training to their direct support staff and other staff involved in the management of the person’s personal allowances in accordance with the requirements as set forth in this policy. 
2. Provide personal funds training to all new hires and new DSP IIs.
3. People will be supported to manage their personal allowances in accordance with their approved ANNUAL PLAN. 

4. Schedule annual meetings with people to review their money

5. Provide training to people, as appropriate, to help manage their personal allowances. 

6. Ensure that people have access to their personal allowances at all times, unless access limitations have been specified in the ANNUAL PLAN. The person’s checkbook/ATM/debit card does not have to be maintained in the person’s home unless so requested by the person supported or the legal guardian or conservator. If the checkbook/ATM/debit card is not maintained in the home, the provider shall ensure that the person supported can access their allowance at all times. 

7. Ensure that personal allowances are used for purchases that are needed or desired by the person supported and that they are not allowed to accumulate when there is unmet need. 

8. When the person desires to save money, the person will be supported towards this goal. 

9. Monitor the accumulation of personal allowances to prevent the loss of benefits (e.g., SSI or Medicaid eligibility) due to excessive accumulation. 

10. Maintain receipts for all expenditures of $25.00 or more for purchases made by provider staff using the person’s personal allowance. 

11. Receipts shall not be required for expenditures of less than $25.00 for routine recreational activities such as movie tickets, refreshments, vending machines. 

12. If personal allowances are used for group purchases, each person supported should be charged a prorated amount consistent with usage or consumption: 

13. Receipts must be maintained for group purchases of $15.00 or more. 

14. Maintain a separate record for each person’s personal allowance; 

15. Reconcile all personal allowance accounts monthly; and 

16. Personal allowance ledgers shall be updated in a timely manner to indicate funds provided to people by others.
Advancement of Funds
Core Services will ensure People supported live within their own means, however at times People supported will need assistance with paying monthly bills, groceries, medication etc.  It is not a requirement of the State (DIDD) to advance funds to People, but rather an option used at the agency discretion. If Core Services chooses to advance funds to a person supported, the agency will not charge the person interest on the advancement of funds (e.g. loan).  If a person’s expenses exceed funds available during a month; Core Services agrees to pay the costs; and may expect repayment. 
Whether or not to request a repayment agreement will be at management’s discretion.  Factors that will be considered include the person’s income and ability to repay the advancement of funds.  If a repayment agreement is requested a signed written agreement between the agency and the person supported or conservator will be obtained for all repayment agreements.  The agreement shall include: (1) description of the expenditure and the reason for it, (2) the amount paid by Core Services for the benefit of the person supported; (3) the repayment plan. 

On occasion, individual needs arise to purchase items using a credit card (i.e. vacation reservations, event tickets).  In these situations where the person supported does not have the means to make the purchase in the requested form of payment, but has available funds, or an expense that will be shared by multiple people, Core Services will pay for the purchase and seek reimbursement immediately from the person supported.  This will not be considered an advancement of funds. 

If a pattern is established in which the person’s expenses exceed the funds available for a period of (3) consecutive months, a COS will be convened to develop a plan to ensure the person’s available funds are not exceeded.  

Prohibited Practices

Core Services will assure that employees, paid conservators and others will not illegally obtain, misappropriate or otherwise misuse personal funds. Prohibited practices include:
1. Borrowing personal funds from the person supported

2. Using a person’s personal funds for staff benefit

3. Using a person’s funds for agency benefit

4. Using a person’s funds for the benefit of another person

5. Using personal funds for any medical supplies, services or equipment covered by TennCare/Medicaid or other health insurance.

6. Requiring a person to purchase home liability insurance as a condition of receiving services

7. Using a person’s personal funds for purposes that do not benefit the person supported, except as specified above.  

Court Appointed Conservator

Court appointed conservators who hold financial authority may request personal funds for identified needs for the person.

1. Funds should be requested in advance of the stated need

2. Per DIDD and SSA personal fund policies receipts are required for all purchases as well as an accounting of unspent funds

3. Prior agreement between agency and conservator on the expenditure of funds is required to assure availability of funds and reimbursement.  
4. All items $50 and over purchased by a court appointed conservator will be placed on personal inventory
Reimbursement
Core Services will reimburse the person supported in a period not to exceed 30 days following the identification of a financial loss to the person supported caused by the action or inaction of the provider or the provider’s employee, representative or subcontractor, including but not limited to: 
1. Loss of Social Security funds due to the agency’s negligence in allowing countable assets to exceed the countable asset limit. 
2. Payment of bank fees for insufficient funds resulting from agency negligence. 
3. Late payment penalties to utility companies. 
4. Loss of funds due to theft or misappropriation by the agency or its employees, representatives, or subcontractors. 
5. Paying expenses that do not directly benefit the person supported. 
Food Stamps

If the person supported receives food stamps, Core Services must maintain receipts to document that the food stamps were used to purchase food for the person. 

Food stamp logs should contain the following: 

1. Award amount. 

2. Beginning Balance. 

3. Date of transaction. 

4. Name of the vendor where the transaction occurred. 

5. Amount of the transaction. 

6. Maintain a running balance. 

7. Ending Balance. 

Personal Property Inventory

The purpose of this policy is to outline personal property procedures to be used at Core Services to ensure protection of people’s personal property.  

The Executive Director, or their designee, will inventory all personal property to insure all property is present.  A copy of this inventory will be maintained electronically in ECM System.  Changes to personal inventory will be made as necessary, this includes:

1. Initial inventories of personal property compiled as of June 1, 2013 or when the person began receiving services. (if after this date)

2. Non-consumable items $50.00 or more, including tax, will be added to the personal inventory. Discarding of items must be approved by the Conservator, if applicable and/or Executive Director before removal from the home and the personal inventory list. A contact note will be recorded in ECM System to document the person and date when the removal was approved.
3. Program Supervisors will be responsible for keeping the inventory up to date including any new items and removal from inventory of discarded items.

4. A transfer inventory will be completed upon notification that person, family or conservator has requested a new residential provider.

5. Documentation will be maintained for the sale or transfer of any item $50.00 or more, including tax, and must be approved by the Executive Director before transfer or sell.

6. Disposition of personal property at the time of a person’s death
Initial Inventories

When a new person supported begins services with Core Services, a complete inventory of their personal property will be conducted as of the date Core Services begins providing services.  This personal property inventory will be checked against the “sending” inventory (when applicable).  If any items are noted to be missing, this will be reported to the Individual Support Coordinator (ISC) and clearly documented on the Personal Inventory.  The inventory will include property description, date of purchase and value at purchase whenever possible.

Purchase of items $50.00 or more, including tax

All items valued $50.00 or more, including tax, will be added to the personal inventory on ECM System.  A copy of the receipt, any warranties, etc., will be maintained by the Financial Independence Liaison.

Inventory Disposal Procedure

The following procedure should be used when an inventory item is removed from inventory:

1. Disposal of the item is discussed with the person, family and/or conservator and approval/consensus is obtained.

2. A PHS contact note is recorded that includes:

a.  the date of the discussion, who was contacted, the type of contact

b. a description of the item in question

c. why the item is being removed from inventory

d. how will the item be disposed of (given to family, sold, donated, discarded)

3. In the event that an item is to be sold the Program Director will utilize online depreciation tools to establish a fair market price.  The person, family and/or conservator will agree to the sale price and method.

a. any item purchased from an individual must be paid in full before receipt of the item

b. the Program Director will determine where to store an unneeded item until payment is received

c. payment for the item will be deposited into the person’s personal fund account

d. the Program Supervisor will remove the item from PHS inventory with a note as to the disposition and selling price

4. In the event that an item is to be discarded a note will be made in PHS inventory as to the condition of the item, why, where, and when it was discarded, who discarded it

5. In the event that an item is donated a note will be made in PHS inventory as why, where, and when it was donated

Disposition of Personal Property at Time of Death

Upon the death of an individual the current inventory list will be given to the family, or conservator for a decision regarding the disposition of personal property.  If the family elects to donate the personal property to Core Services, the family will need to sign and return a donation letter.  After receipt of this letter, Core Services will allocate this donation at its discretion.  
Transition to a Different Provider 

When a change of providers occurs, the provider discontinuing services shall transfer the personal property and personal funds of the person supported in an efficient and timely manner to the receiving provider in accordance with the following: 

1. Prior to a change of providers by the person supported, the provider discontinuing services shall reconcile records pertaining to personal funds management (e.g., personal allowance ledgers for petty cash, checkbooks) and shall supply the new provider with a written statement disclosing any debts owed by the person supported and, if applicable, the repayment plan. 

2. Except as otherwise specified by Social Security rules, regulations, and policies, the provider discontinuing services shall forward any personal allowance cash balances to the new provider within 5 business days. If a business day falls on a state or federal holiday, the following business day will be considered the next business day. 

3. The provider discontinuing services shall supply the new provider with an inventory of the person’s personal property, including the actual personal property if a change in residence is necessary. 

4. The new provider shall conduct an initial inventory of all personal property received and shall immediately notify the former provider and the ISC if there are any discrepancies between personal property received and personal property noted on the former provider’s inventory.

5. Except as otherwise specified by Social Security rules, regulations, and policies, the new provider shall complete arrangements to transfer benefit payments (e.g., food stamp payments) within 5 business days. If the 5th business day falls on a state or federal holiday, transfers must be completed on the following business day. 

6. If applicable, the new provider must complete and submit documents necessary to establish the new provider as the Representative Payee within 30 calendar days. If the 30th day falls on a state or federal holiday, the day following the holiday will be considered the 30th day. 

Restitution 

The person’s personal funds may be used as restitution for damages to property in accordance with a restitution plan which has been included in the person’s ANNUAL PLAN and approved by the regional human rights committee: 

1. The restitution plan should be individualized based on the person’s income, financial obligations, and role in creating the property damage. In the event that multiple parties damage property, each person shall pay restitution in proportion to his/her role in damaging the property. 

2. The restitution plan must be approved by the regional human rights committee. 

3. A behavior support plan which contains additional restrictive components regarding restitution must be approved by the regional behavior support committee. 

4. As appropriate, the person’s circle of support is encouraged to review the need for additional behavior supports. 

5. People shall not be required to pay restitution for damage caused by normal wear and tear or for the cost of routine maintenance to the dwelling. 
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