OCFS-3119 (08/2020)
NEW YORK STATE
OFFICE OF CHILDREN AND FAMILY SERVICES
PROGRAM DESCRIPTION
Part I: Program Information
	Agency Name:
[bookmark: Text1][bookmark: _GoBack]     
	Agency Director Name:
[bookmark: Text2]     

	Agency Mailing Address:
[bookmark: Text3]     
	Agency Director Phone (direct line):
[bookmark: Text4][bookmark: Text5][bookmark: Text6](     )       -      

	#  Street                                                                   Unit Number
	Agency Director (email):
[bookmark: Text7]     

	[bookmark: Text16]City:
[bookmark: Text14]       
	State:
[bookmark: Text15]     
	Zip Code: 
     
	

	Program Name:
[bookmark: Text12]     
	Program Director Name:
[bookmark: Text8]     

	Program Mailing Address:
[bookmark: Text13]     
	Program Director Phone (direct line):
(     )       -      

	#  Street                                                                      Unit Number
	Program Director (email):
[bookmark: Text10]     

	City: 
[bookmark: Text17][bookmark: Text19]          
	State: 
[bookmark: Text18]          
	Zip Code:
      
	

	New Program: 
[bookmark: Check11][bookmark: Check12]|_| Yes    |_| No
	Existing Program: 
[bookmark: Check13][bookmark: Check14]|_| Yes   |_| No
	Operating Certificate #: 
[bookmark: Text11]     

	Municipality:
[bookmark: Text20]     
	[bookmark: Text21]RHY Service Coordinator Name:     

	
	[bookmark: Text22]RHY Service Coordinator Phone (direct line):     

	
	[bookmark: Text23]RHY Service Coordinator (email):     

	Please select one option from each row below:

	Program Model (check one): 
	[bookmark: Check15]|_| RHY Crisis Services 
Program: Emergency Shelter
	[bookmark: Check16]|_| RHY Crisis Services 
Program: 
Interim Family Program
	[bookmark: Check17]|_| Transitional Independent Living Support
Program: 
Group Residence
	[bookmark: Check18]|_| Transitional Independent Living Support 
Program: Supported Residence

	Length of Stay (check one):
	[bookmark: Check23]|_| 30 days 
[bookmark: Check24]|_| up to 60 days      
with written consent from youth and    guardian
	[bookmark: Check21]|_| 60 days
[bookmark: Check22]|_| up to 120 days
with written consent from youth and guardian*
	[bookmark: Check20]|_| Up to 18 months
	[bookmark: Check19]|_| Up to 24 months*

	Age Served (check one unless applying for an Interim Family Program, which is automatically certified for under 21):
	[bookmark: Check25]|_| Under 18
[bookmark: Check26]|_| 16 through 24*
	[bookmark: Check27]|_| 16 through 20
[bookmark: Check28][bookmark: Text24]|_| Other (write in):     
	[bookmark: Check29]|_| Under 18
[bookmark: Check30]|_| 16 through 24*
     
	[bookmark: Check31]|_| 16 through 20
[bookmark: Check32][bookmark: Text25]|_| Other (write in):     
     

	Gender(s) of Youth Served (check one):
	[bookmark: Check33]|_| Male only (including trans-males)
	[bookmark: Check34]|_| Female only (including trans-females)
	[bookmark: Check35]|_| Youth of all gender identities 
(Note: Supported residences may only serve youth of one gender at a time)

	Maximum number of youth to be served (target population):
	[bookmark: Text26]     

	Maximum number of youths’ dependents to be served:
	[bookmark: Text27]     

	Maximum combination of youth and dependents to be served (bed capacity):
	[bookmark: Text28]     

	

	*For a program to serve homeless young adults or extend the maximum length of stay, the RHY service coordinator must initial to confirm the program proposal is in alignment with current RHY municipal plan OR that municipal RHY funds will not be provided to this program.
	[bookmark: Text29]     
RHY Service Coordinator Initials



Part II - Need for Program & Program Overview:
1. [bookmark: Text35]Provide a clear, specific description of what the program will offer clients and the impact the program hopes to achieve.      
2. [bookmark: Text36]How will the program know if it is successful? Clearly define how program performance and outcomes will be measured and monitored on an ongoing basis.      
3. [bookmark: Text37]Provide a brief description of youth intake criteria, including any criteria that would prevent a youth from being served by the program.      
4. [bookmark: Text38]Provide the assessment criteria to be used in developing Independent Service Plans with youth. Include the names of specific forms used as applicable.       
5. [bookmark: Text39]How will programming and services be gender-responsive (if all one gender) OR how will gender be considered in programming (i.e., services, space, room sharing)? How will the program appropriately meet the needs of trans youth?      
6. Services and Supports:
a. [bookmark: Text40]List the key supports and services to be provided to clients by the program (on-site by program staff):      
b. [bookmark: Text41]List the key supports and services to be provided to clients in partnership with other agencies (on-site or via contract):      
c. [bookmark: Text42]List the key supports and services for which the program will refer out:      
7. [bookmark: Text43]Include a sample program calendar (one month) indicating the services, supports, and recreation that will be available to clients.      
8. Using the chart below please indicate where operational-level information about the following subjects, including forms and tools, are contained. 
	Policy/Procedure

	Location where Found
 -Indicate if the required policy is found in the program’s Policy and Procedure Manual (PPM).
-If the policy is maintained elsewhere, please define where.
	Page # Where Policy/Procedure is Located

	Date Policy was last updated


	Staffing and Program Administration:

	Organizational Structure of Programs (including job descriptions and qualifications for each position) 
	[bookmark: Text30]     
	[bookmark: Text31]     
	[bookmark: Text32][bookmark: Text33][bookmark: Text34]      /       /      

	Copy of Runaway and Homeless Youth Act
	     
	     
	      /       /      

	Copy of NYS OCFS Regulations, Policies and Procedures
	     
	     
	      /       /      

	Procedures for the annual evaluation of all staff and volunteers
	     
	     
	      /       /      

	Staffing Patterns 
	     
	     
	      /       /      

	Emergency Procedures (fire, flood, energy failure, snowstorm, and other civil and natural disasters) 
	     
	     
	      /       /      

	Employee, volunteer and consultant screening
	     
	     
	      /       /      

	Employee, volunteer and consultant training
	     
	     
	      /       /      

	Maintaining youth confidentiality
	     
	     
	      /       /      

	Policies and procedures that ensure youth are not subject to unlawful discrimination
	     
	     
	      /       /      

	Policies and procedures that ensure non-English speaking youth understand all communications, including rules and regulations
	     
	     
	      /       /      

	Timely ordering and proper storage of food supplies and products (excluding Interim Family Programs)
	     
	     
	      /       /      

	Medication storage and administration protocol 
	     
	     
	      /       /      

	Incident Prevention and Management:

	Conflict management and de-escalation protocol/model
	     
	     
	      /       /      

	Significant incidents and required reporting
	     
	     
	      /       /      

	Procedure to report child abuse, neglect, or maltreatment (Statewide Central Register)
	     
	     
	      /       /      

	Prevention and remediation of child abuse and maltreatment within program (Justice Center reporting and record keeping) 
	     
	     
	      /       /      

	Substance use policy, including use and possession of prescriptions, alcohol, legal drugs, and illegal substances
	     
	     
	      /       /      

	Contraband and room searches
	     
	     
	      /       /      

	Establishing and implementing consequences for rule violations (not punishment)
	     
	     
	      /       /      

	Handling aggressive and dangerous behavior, including self-harm
	     
	     
	      /       /      

	Related to Service Provision:

	Intake procedures  
	     
	     
	      /       /      

	List of community providers (including designation of staff to update this list and where it can be found for youth access) 
	     
	     
	      /       /      

	Procedure for assigning bed space, including a list of factors to be considered 
	     
	     
	      /       /      

	Process to ensure parental notification if youth is under 18 years old
	     
	     
	      /       /      

	Procedures for referring youth who seek shelter but cannot be accommodated
	     
	     
	      /       /      

	Process for communicating program rules and expectations to youth
	     
	     
	      /       /      

	Assessing youths’ needs
	     
	     
	      /       /      

	Individualized service planning with youth
	     
	     
	      /       /      

	Mechanisms to make youth aware of the local services available to meet their needs and goals
	     
	     
	      /       /      

	Protocol for meeting youth health needs (including mental and sexual health) 
	     
	     
	      /       /      

	Procedures for case management
	     
	     
	      /       /      

	Process for engaging families for reunification/mediation (required for crisis service programs only)
	     
	     
	      /       /      

	Mechanisms to support development of independent living skills (required for transitional independent living support programs only)
	     
	     
	      /       /      

	Mechanisms to support development of healthy parenting skills (programs serving pregnant and parenting youth only)
	     
	     
	      /       /      

	Use of technology and social media in program space 
	     
	     
	      /       /      

	Supervision in common areas 
	     
	     
	      /       /      

	Supervision in private areas
	     
	     
	      /       /      

	Planning transportation for youth to attend his or her home school
	     
	     
	      /       /      

	Policy on use, storage, and being in program while under the influence of legal substances such as tobacco or alcohol
	     
	     
	      /       /      

	Policy on use, storage, and being in program while under the influence of illegal substances 
	     
	     
	      /       /      

	Curfew and maintaining 24-hour accessibility to the program site
	     
	     
	      /       /      

	Discharge procedures
	     
	     
	      /       /      

	Procedure for supporting the aftercare needs of youth following program discharge
	     
	     
	      /       /      

	Positive Youth Development:

	Opportunities for youth voice and youth leadership in programming
	     
	     
	      /       /      

	Procedure for youth to voice complaints and concerns
	     
	     
	      /       /      



Part III – Serving Homeless Young Adults (required only for programs seeking to serve homeless young adults age 21 or older)
1. [bookmark: Text54][bookmark: Text44]How will the development and support implementation of individualized service plans look different for homeless young adults compared to homeless youth?       Describe how young adults will be supported in a developmentally appropriate manner.      

2. [bookmark: Text45]List the policies and procedures that have been updated to prepare to serve homeless young adults in a manner that meets their needs while allowing for developmentally appropriate levels of autonomy (i.e., alcohol intoxication, curfew, etc.).      

3. [bookmark: Text46]How will staffing be adjusted to appropriately meet the needs of homeless young adults?      

4. [bookmark: Text47]What training will be provided to staff on supporting homeless young adults? Consider especially how young staff members will be supported in developing appropriate boundaries.      
5. [bookmark: Text48]What physical plant changes, if any, will be made to support appropriate levels of supervision of young people? Consider mirrors to see around corners, separating youth and young adult bedrooms by wing or area of the program space, etc.      

6. [bookmark: Text55][bookmark: Text49]How will youth power imbalances among young people be mitigated to ensure the safety of younger clients in private and shared spaces?       Under what circumstances, if any, will a 16-year-old share unsupervised space with 24-year-old?       

7. [bookmark: Text50]Describe the program’s efforts to process the expansion of services to homeless young adults with youth currently served by the program. What concerns did youth raise, and how were they mitigated?      
Part IV – Pregnant and Parenting (required only for programs seeking to serve pregnant and/or parenting youth)
1. [bookmark: Text51]Describe the services and supports to be provided for pregnant youth, including expectant fathers.      

2. [bookmark: Text52]Describe the services and supports to be provided for parenting youth, including fathers.      

3. [bookmark: Text53]Homeless youth and young adults may have dependent school age children, in addition to dependent infants. How has the program prepared to meet the needs of school-aged children?       
5

