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PERSONAL ALLOWANCE POLICY
Policy:
It is Saratoga Bridges’ intent to provide a personal allowance policy that will allow for the proper handling of residents’ monies and assets, and provide oversight of those policies to make sure that they are being used correctly.  Each individual living in the Saratoga Bridges’ Residential Program will receive a personal allowance.  The amount of each individual's personal allowance is determined by regulation according to their living arrangement. The residential team, the Quality Assurance Department, and the business office will each have responsibility to ensure the policy is adhered to.  All individuals residing in Saratoga Bridges’ homes should be involved in management of finances, to include: planning (PEP), banking, shopping, and training to increase their participation in personal money management.
Responsible person



Staff
· Counts money and signs on and off at the beginning and end of each shift for key access to the staff access account.

· Ledgers correctly in and out of the staff access accounts.
· Provides receipts for all transactions 
Assistant Residence Manager
· Counts all money in the safe at least weekly and verifies with a second staff.
· Completes all banking as assigned by the manager.

· Withdraws money into the staff access account for time periods when the Residence Manager is not there, to ensure residents have access to their money at all times.

· Correctly withdraws and enters all transactions from their shift into Therap.

· Creates a Balance Check entry for each bank account at the end of each month and attaches picture(s) of passbook or bank ledger.

Residence Manager
· Makes sure that Therap Accounts are created by the Consumer Benefits Specialist, Assistant Director, or by the Project Manager For Electronic Records, for each individual for: Savings Account, Checking, misc. gift card or pre-paid card, COH Account. Creates a paper Staff Access Account ledger each month. The combined funds for all accounts cannot exceed $1800.00.
· Completes clothing allowance account within 4 weeks of receiving check.
· Maintains Burial Fund account in Therap, which cannot exceed a Princiapl Balance of $1500 (excluding interest) and enters interest quarterly. Copies of any burial/funeral purchases should be kept on file with original(s) secured in a locked place.
· Makes sure personal allowance checks are deposited into the individuals’ bank accounts within the first three business days of the month.  
· Completes any banking necessary to pay rent, maintain house account, and any other necessary transaction.

· Makes sure that no more than $150.00, to include any balance on a pre-paid debit card (store/ vendor specific gift cards are exempt from the $150.00 rule), per individual is kept on hand at the residence. 

· Makes sure residents’ pay stubs are faxed to Social Security at 382-7847 and copies are sent to the business office within the first 10 DAYS of the following month along with fax verification and SSI wage reporting form. Unearned income, including money from the sale of artwork, must also be submitted to SSA for individuals who receive SSI.
· Counts all money in the safe at least once a week to ensure the money in safe matches the total in the cash on hand, and creates Balance Check entires in Therap.  Verifies all receipts and transactions.
· Withdraws money into the staff access account to ensure residents have access to their money at all times.

· Correctly enters all transactions into Therap.

· Creates a Balance Check entry for each bank account at the end of each month and attaches picture(s) of passbook or bank ledger.

PC/QMRP
· Completes a money handling assessment on each resident in the residential program to determine their money handling capability, whether they are able to sign the ledger, 

      and the dollar amount, including pre-paid card values, an individual is capable of handling; this will be identified in the person’s IPOP. 
· Updates the assessment as needed. 
· Develops personal allowance spending plan (PEP) with the individual’s team to identify the person’s immediate and future needs and updates the plan at least yearly. 

Business Office Personnel
· Completes audits of all accounts located at the house quarterly.
· Generates an audit report based on their review of the ledgers on a quarterly basis.
· Creates an Audit entry in Therap for each financial account after the completion of an audit.
· Makes corrections as needed when mistakes are found in a finance account during an audit.
· Track Conserved Countable Income and distribute to Residence Managers and Assistant Directors through email each month.
Quality Assurance Department:

· Monitors and samples personal allowance records to ensure spending is appropriate, and monitors individual accounts to ensure benefits are maintained.
Assistant Director 

· Reviews accounts at managers’ monthly meeting for proper documentation and Therap entries
· Reviews communication book to make sure staff are being assigned to complete counts of staff access accounts at shift change.
· Reviews staff access account book to make sure staff are counting at shift change. 

· Reviews corrective measures identified by the business office’s audit report. Approves and/or makes additional comments. 

· Reviews any expenditures, single or combined, totaling over $100 within a calendar day. 
· Signs and verifies handwritten receipt expenditures.
· Creates an AD Review entry in Therap after managers’ monthly meeting to indicate any Requests signed for purchases greater than $100 and any Handwritten Receipts that were signed, if applicable. (No entry will be created if nothing needed to be signed.)
Please sign confirming that you have read and understand the policy. 
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