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Language Access Assistance 
 
English: Advocates provides language assistance services to individuals, families, employees and other affected 
individuals at no cost. Contact Advocates for further information.  
 
Spanish: Advocates brinda servicios de asistencia lingüística a individuos, familias, empleados y otras personas afectadas 
sin costo alguno. Comuníquese con Defensores para obtener más información. 
 

Chinese: Advocates 為個人、家庭、員工和其他受影響的個人提供免費語言援助服務。請聯繫倡導者以獲取更多

資訊。 
Advocates wèi gèrén, jiātíng, yuángōng hé qítā shòu yǐngxiǎng de gèrén tígōng miǎnfèi yǔyán yuánzhù fúwù. Qǐng liánxì 
chàngdǎo zhě yǐ huòqǔ gèng duō zīxùn. 
 
Russian: Advocates бесплатно предоставляет услуги языковой помощи отдельным лицам, семьям, сотрудникам и 
другим пострадавшим лицам. Свяжитесь с адвокатами для получения дополнительной информации. 
Advocates besplatno predostavlyayet uslugi yazykovoy pomoshchi otdel'nym litsam, sem'yam, sotrudnikam i drugim 
postradavshim litsam. Svyazhites' s advokatami dlya polucheniya dopolnitel'noy informatsii. 
 
Arabic:  ن  يوفر رين دون أي تكلفة. اتصل بالمحامير هم من الأفراد المتضن ن وغير المدافعون خدمات المساعدة اللغوية للأفراد والأسر والموظفير
 للحصول على مزيد من المعلومات. 
yuafir almudafieun khadamat almusaeadat allughawiat lil'afrad wal'usr walmuazafin waghayrihim min al'afrad 
almutadaririn dun 'ayi taklifatin. aitasal bialmuhamin lilhusul ealaa mazid min almaelumati. 
 
Yiddish:   .אַדוואָקאַטעס גיט שפּראַך הילף באַדינונגס צו מענטשן, פאַמיליעס, עמפּלוייז און אנדערע אַפעקטאַד מענטשן אָן קיין קאָס

אינפֿאָרמאַציע. קאָנטאַקט אַדוואָקאַטעס פֿאַר מער    
advokates git shprakh hilf badinungs tsu mentshn, familyes, employiz aun andere afektad mentshn on keyn kos. kontakt 
advokates far mer informatsye 

Bengali: অ্যাডভ াভেটরা কোভ া খরচ ছাডাই ব্যক্তি, পররব্ার, ের্ মচারী এব্ং অ্ যা য ক্ষরিগ্রস্ত ব্যক্তিভের  াষা সহায়িা 

পররভষব্া প্রো  েভর। আরও িভযযর জ য অ্যাডভ াভেটভের সাভয ক াগাভ াগ েরু । 

Ayāḍabhōkēṭarā kōnō kharaca chāṛā'i byakti, paribāra, karmacārī ēbaṁ an'yān'ya kṣatigrasta byaktidēra bhāṣā sahāẏatā 

pariṣēbā pradāna karē. Āra'ō tathyēra jan'ya ayāḍabhōkēṭadēra sāthē yōgāyōga karuna. 
 
French: Advocates fournit gratuitement des services d’assistance linguistique aux individus, aux familles, aux employés et 
à d’autres personnes concernées. Contactez les avocats pour plus d’informations. 
 
Polish: Advocates świadczy usługi pomocy językowej osobom indywidualnym, rodzinom, pracownikom i innym osobom 

dotkniętym chorobą bezpłatnie. Aby uzyskać więcej informacji, skontaktuj się z Adwokatami. 

teamwork@advocatesincorporated.org 
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Services provided at an employee’s home 

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

• Employees cannot bring family members and/or friends to work while supporting an individual we serve.  

• Employees cannot bring animals to work while supporting an individual we serve. An exception may be made 
if there is a request for a reasonable accommodation for a service animal. 

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

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

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

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

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

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

 

Participation in Hazardous Activities 

 

During service hours, Mentors are prohibited from supporting individuals to participate in hazardous activities.  

Hazardous activities are defined as activities that create a substantial risk of injury.  Mentors are prohibited from 

supporting individuals to sign liability waivers.   If an individual signs a liability waiver independently or with the 

support of their family/guardian, Mentors must obtain guidance from their agency supervisor to assess the risk 
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involved in any activity prior to supporting an individual to participate.  If participation in an activity requires 

the Mentor to sign a liability waiver, Mentors are prohibited from supporting individuals to participate in the 

activity without the approval of their agency supervisor. Mentors may not support an individual to participate 

in the activity if the risk of injury is substantial.   

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

• Operating or riding on high-speed motorized vehicles, including but not limited to all-terrain vehicles, 

snowmobiles, jet skis and go karts. 

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

• Driving without a driver’s license, with the exception of supporting an individual to participate in driving 

lessons from a driving school or from a professionally licensed instructor.  When supporting an individual to 

take driving lessons, Mentor’s vehicle may not be utilized. 

• Any activity that creates a substantial risk of injury. 

Injury  

• As the people that we serve continue to lead increasingly active lives in the community the possibility of 

injury unfortunately increases.  The following policy is in place to help insure that in the event of an injury, 

the person’s injury is not inadvertently made worse: 

• In the event of an injury, employees must follow these instructions: if a person is not ambulatory (able to 

walk) on their own, they should not be moved.  The person’s parent/guardian/circle of support designee 

should be contacted and informed of the situation. Unless the parent/guardian/circle of support designee 

instructs otherwise, 911 should be called.  If the parent/guardian/circle of support designee is 

unreachable, 911 should be called.  

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

If you are providing transportation for someone receiving services from Advocates and the vehicle you are 

driving/in comes into contact with any other object regardless of damage or injury you must:  

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

immediately. 

2. Notify the police regarding the accident  

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

4. Notify the Support Broker or Coordinator 

5. Notify Human Resources  

6. Notify the circle of support designee  

NOTE: Auto accidents and/or moving violations may be considered an OPWDD Reportable Incident depending 

on the circumstances of the situation and/or if the event results in injury or significant risk to the health/safety 

of an individual receiving services. 
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Guidance on Providing Transportation during Services-Open Container Laws 
     New York’s open container law prohibits having or consuming from open containers of alcohol in public 
places and vehicles; this includes drivers and passengers of motor vehicles.  
     Public places are defined as public highways, streets, sidewalks, parks, playgrounds, parking areas, school 
property, and public parking ramps  
     An open container is defined as any container that contains an alcoholic beverage that is not sealed.  
     Like alcohol, it is illegal to have an open container of any form of cannabis/marijuana in the passenger area 
of a car while on a road with public access. It must be stored in a closed, locked container like a trunk/glovebox.  
     It is illegal to smoke or vape cannabis/marijuana in motor vehicles, even if the vehicle is parked, in 
restaurants, parks, event spaces or any business, including cannabis/marijuana dispensaries.  
 
Services provided to school age children 
     Medicaid and/or NY State Funded services cannot be provided at the same time as academic instruction or 
other services provided/funded by the NYSED/school district regardless of service delivery location; this includes 
mentor supports. Mentors cannot be clocked into either direct or indirect time during academic instruction or 
other services provided/funded by the NYSED/school district.  
     Medicaid Funded services cannot be provided during hours when NYSED/school district services are usually 
scheduled but unexpectedly cancelled (ex: bad weather, power outage, water main break, computer system 
shutdown, etc.) or when a student is unable to attend due to illness or other activity (ex: doctor or dental 
appointment). This includes mentor supports. Mentors cannot be clocked into either direct or indirect time. 
Note: State Funded Family Reimbursed Respite through FSS or a Self-Direction Budget can be used when school 
is cancelled, a student is sick or has an appointment.  
 
Medication Administration 
     As per NY State, Advocates' employees cannot administer medication. If the person receiving services 
cannot administer their own medication and a family member or natural support is not available to administer 
medication, the person receiving services/designee should work with their Care Manager to identify a service 
that can administer medication outside of Advocates' service hours.  
     The only exception to this may be emergency life-saving medication such as an epi-pen, with training and 
oversight by a medical professional.  
 
Hiring Family Members  
As per the OPWDD Guidance, there are specific restrictions regarding hiring family members as self-hired staff. 

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

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

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

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

• A family member may not be hired to provide Live-In Caregiver or Paid Neighbor services. 
NOTE:  
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• Family members are defined as those related to the individual by blood or marriage including siblings 

(natural, adoptive, step or siblings-in-law), aunt, uncle, cousin, grandparent or grandchild and spouses of 

aunts, uncles, cousins, grandparents or grandchildren.  

• Same Residence is defined as an address/home recognized by the municipality (city, town, village, etc.) as 

a single-family dwelling. For a residence to be considered a different residence the address/home must be 

recognized by the municipality as a multi-family or separate dwelling.   

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

 
Securing PHI (vaccination status IS PHI)  

• All paper documentation must be secured at all times. 

• Electronic devices, containing and/or used for service documentation, must be password protected and 

secured at all times. 

• Do NOT share your username/password with others. 

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

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

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

NOTE: See included HIPAA/HITECH – Privacy & Security Basics informational sheet for further details 
 
Social Media and HIPAA 

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

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

device of the person receiving services.   

• If a person receiving services would like to post photos on Social media (for example, Facebook, Instagram, 

Twitter), the person receiving services can be supported to post them on their own Social Media.   

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

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

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

• Prior to using a recording/monitoring device for any purpose during service hours, the individual/designee 
must notify Advocates by contacting the FI Coordinator (SDS w/Budget) or Coordinator (ASCH) at the phone 
number and/or email address provided on the Recording/Monitoring Disclosure and Consent Policy 
Statement. 

• Once notified, the FI Coordinator will inform the individual’s Broker or SD Coordinator of the planned use of 
a recording/monitoring device during service hours. The Broker, SD Coordinator or Coordinator will contact 
any affected employee(s). The employee(s) will be given the option to consent or decline to be 
recorded/monitored during service hours. Employee consent or non-consent will be documented in writing 
on the Employee Consent for Recording/Monitoring form, to be signed and dated by the employee, the 
individual/designee and an agency representative. 

• If an employee declines to be recorded/monitored and the individual still wants to use a 
recording/monitoring device during service hours, a different employee may need to be hired. That new 
employee must sign the  
 
Employee Consent for Recording/Monitoring form before beginning work. Any additional employees hired 
once a recording/monitoring device is in use during service hours must sign the Employee Consent for 
Recording/Monitoring form.  

 
Note: Ring doorbell, driveway cameras, Smart Home devices do not require consent. Alexa and similar devices 
do not require consent unless the device is specifically programmed to record/monitor during service hours.  
 
Prohibition on Gifts, Loans, Contracts, Agreements and Arrangements Between Employees and People 
Receiving Services. 
Advocates is committed to providing high-quality, person-centered services to individuals with developmental 
disabilities in an atmosphere of the utmost trust, honesty, and integrity. To this end Advocates’ employees, 
contractors, corporate officers, and Board members may not accept gifts, gratuities, and/or loans of any kind from 
a service recipient, a family member or friend of a service recipient or enter into contracts, agreements and/or 
arrangements, whether financial or for goods/services, with a service recipient, family member or friend of a 
service recipient other than those contracts and agreements required/authorized by regulations for the provision 
of authorized services. The limited exception to these prohibitions is if the employee, contractor, corporate 
officer, or Board member is an immediate family member of the service recipient and the otherwise prohibited 
activity takes place outside of service hours. Immediate family member is defined as service recipient’s 
spouse/partner, natural/adoptive parent, child, or sibling, stepparent, stepchild, stepbrother/sister, 
father/mother-in-law; son/daughter-in-law; brother/sister-in-law; grandparent or grandchild, spouse of a 
grandparent or grandchild, aunts, uncles, cousins, or primary guardian. 
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Guidance on Others Accompanying Individuals & Mentors During Services:  
At the request of the individual receiving services, an individual’s friend, family member or other community 
member/natural support may accompany the individual served and mentor during service time under the 
following conditions:  
• Requests must be placed at least a week in advance in order to ensure that service can be safely provided 

2:1. 
• The presence of the additional person must clearly be the choice of the individual.  
• The individual/family who is requesting to bring a friend must put a request in writing to the Agency 

Broker/Coordinator/SD Coordinator. 
• The mentor must agree to the additional person’s presence.  
• The mentor must agree to the additional person’s presence in the mentor’s car during transport.   
• If both individuals involved receive Advocates services, Agency Brokers/Coordinators/SD Coordinators 

involved must review and discuss whether or not safeguards are compatible to safely provide 2:1 support.  
• If the additional individual involved does not receive Advocates services, Agency Brokers/Coordinators/SD 

Coordinators must inform the individual/family making the request that the mentor will not be providing 
any services/supports to or be responsible for the safety of the additional individual.   

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

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

 
Respite Services: 
In-Home Respite: Overnights for respite are limited to 42 nights from January 1st through June 30th and 42 nights 
from July 1st through December 31st.  
 
Medicaid Compliance Reminder: 
Self-Hired and Agency Supported Self-Directed Community Habilitation as well as Self-Hired Respite, Support 

Broker, Fiscal Intermediary Services (FI), Individual Directed Goods and Services (IDGS), Live-In Caregiver and 

Paid Neighbor are funded by Medicaid. All Information submitted regarding these services must be complete, 

accurate and truthful. Submitting and/or signing false information may lead to a charge of Medicaid fraud. 

 

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

(315) 469-9931 

teamwork@advocatesincorporated.org 
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