PROGRAM INSTRUCTION

                                                                                        EOEA PI-01-38

TO:

Aging Services Access Points



Designated Protective Services Agencies

FROM:
Lillian Glickman

DATE:
July 27, 2001

SUBJ:
Protective Services: Program Cost and Salary Information

The purpose of this PI is to request information on fiscal year 2001 Protective Services (PS) and Elder at Risk (EAR) program costs and salary levels.  This information is necessary for fiscal year 2002 budget implementation and program management purposes.  Elder Affairs has redesigned the reporting format for Protective Services cost and salary information in order to better understand the dynamics of Protective Services and Elder at Risk activities by reflecting personnel turnover, experience in the field, and level of education as they affect costs.  We have added actual expenditure data to the budgeted data previously requested to accomplish this end.  A copy of the survey to be completed is attached to this PI.  

Guidance for completing the survey.  In completing the sections on PS/EAR salaries, please list, by title, each PS and EAR supervisor and caseworker position in your agency as of June 30, 2001.  Please list the budgeted full time equivalent (FTE) for each of these positions.  In the columns headed “Contract Budget” please enter the related salary information for each position as of the final FY 2001 contract budget submitted to Elder Affairs.  If the contract budget did not explicitly identify offsets to the total salaries and other costs but did assume that some of these costs would be paid from other sources, please reflect that information in these columns.  In the Contract Budget columns, please also include information for all approved positions that were vacant.  In the columns headed “Actual Expenditures” please enter the actual FY 2001 information in each column.  In the next-to-last column of Part 1a of each program’s form, please specify the starting and maximum salary levels for PS/EAR supervisors and caseworkers in place on June 30, 2001.  There are additional instructions for completing the salary information sections on the survey form.  

In the last column of Part 1.a of both the PS and EAR portions of the survey, we are requesting information on the education level of each supervisor and worker.  If the incumbent has a Masters in Social Work, please enter the acronym MSW, followed by LICSW or LCSW as appropriate.  Enter the acronym BSW for staff with a Bachelors degree in Social Work, followed by LSW or LCSW where appropriate.  If the incumbent has a Masters or Bachelors in a field related to Social Work (counseling or psychology), please enter the acronym MRF or BRF, followed by any appropriate licensing information.  For incumbents with any other Masters or Bachelors degree, use the acronyms OM or OB as appropriate, followed by any pertinent certification information.  For example, the acronym RN would signify that the incumbent is a registered nurse.

Submission of survey forms.  To facilitate compilation and analysis of this data, we are requesting that the forms be completed and returned electronically.  The Excel file, which contains all four pages of the survey, FY 2001 Protective cost data .xls, has been posted on “800ageinfo.com/admin” for downloading.  ASAPs must use the Excel file to complete the forms.  Following are directions for finding and downloading the files.  

· Go to http://www.800ageinfo.com/admin
· Enter you log in name and password, then click “submit”.

· At the “800-AGE INFO Administrative Section” menu page, click on “Bulletin Board Area” on the menu.

· Select  “Financial Worksheets”.

· Click on “FY2001 Protective cost data.xls” for the Excel file.

Save the files in an appropriate folder. The file should be submitted to Elder Affairs using the ASAP name as the file name.  Attach it to an e-mail message addressed to Tim.Schmonsees@state.ma.us.  Please submit your completed survey by August 31, 2001.

If you have any questions, please call Randy Garten at (617)-222-7412 or Gregory Giuliano at (617)-222-7464.    

Attachment

