EXHIBIT

RICH

ADC REPORTING REQUIREMENTS
Effective July 1, 2015

A, Monthly Progress Reports

1. An electronic monthly progress report (MPR) is due to be submitted via the West
Virginia Offender Case Management Sysfeta (WVOCMS) by 4:00 PM on the 10% day of
month following the reporting period. Exsmple; July monthly report is due en August
10. The deployment of an OCMS-based monthly reporting forn has been in effect since
Tuly 1, 2015,

M

The reports seciton of the login screen has a button for *ADC monthly report™ and each
month the Adult Drag Court Probation Officet (ADCPO) will add a new repott that
summarizes the program data previously submitted on, the written MPR. The Division of
Frobation Services (DPS) will access the submitted information on the 10® day of the
month through the WVOCMS. The rcport will pull data direcily from the system and it
will only work properly if each program's data is kept up to dats in the system, The
ADCPOQ is responsible for submitting the monthly progress reports.

2. Minutes/motes must be recorded for the quarterly Local Advisory Committee (LAC)
meetings and must be submiited for each meeting, The meeting notes/minutes are fo
be submmitted via email to the Deputy Director by the 10% day of the next calendar month
In which the LAC meeting cccurs,

NOTE: Kthe I0* day of the month folls on & weekend or & holiday, the report will be
due the last business deay before the 10% day of the month, Example: If a state holiday
Solls on g Monday, the 10 day of the month — then the monthly report is due by £:00 PM
on the Friday before the Holiday.

B, Finuneial Accounting
1. Monthly Invoicing for Services:

a)  All local programs myst have an approved Memorandum of Understanding (MOU)
in place with a Qualified Sexvice Provider (QSP) before any billing can be submitted
to the Administrative Office (AQ).

by A meonthly master invoice signed by the ARCPO and the QSP Director must be
submitted {scanned and emailed) to the Drog Court Development and Training
Coordinator and copied to the Deputy Director for Drug Courts by 4:00 PM on the
10 dav of each month, A copy of the curremt MOU must alza be sent each
menth with the monthly master invoice. A sample invoice will be provided by the
Division of Probation Services.

NOTE: AR backup documentation of the services provided should be reviewed and
molntained at the local drug court level by the ADCPO and the OSP.  The invoice
must be signed by the adult drug court probation officer and the director of the
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k)

enﬁoa beb:g paidpwmamto r?w MOU Ig the event of an audit, It is thove two

The master invoice must have all fields completed with accurats infottaation,
incloding: Name and mailing addrass of the drug court; dats the invoice was
camnpleted; invoics number; project number (assigned ard provided); county org
mumber (xssigned and provided), namw of the qualified service provider (aamed in
the MOU), the billing month and year, & description of all services being billed,
name of the payes (who the check will be payatle to), the Fedexal Employer
Identification Number (FEIN) for the payes, mailing address of the payes, and
signatures of both the ADCPO and ths QSP direstor.

All Invoices must have an inveice number and follow this format: 3 charasters to
identify the program (ADC), two digits to identify the billing manth (i.e, 07), and 4
digits to indicate the billing year (Le. 2016). Therefore, the invome for July 2016
would be mmbered ADC-07-2016,

The Adult Drug Court Project sumber is 12302, This should be on ¢very QSP
invoiee submitted,

Each county has its own assigned county organization nomber (Co. Org#), A list
will be provided to all ADCPOs. The Co. Otg # for the Mcomty of the
ADCPO i3 16 be nead for the monthly billing invaice for services. 4 Hst of County
Org numbers will be provided by the Division of Probation Services.

Each individual service billed must be listed tndex the DESCRIPTION colums of
the invoice, The NUMBER, HOURS RA.I?E, and AMOUN‘I‘ oolmnns must a.lso be

List the agency that will receive the payment. This agency is required to have &
FEIN. Provide the FEIN and the mailing address for the peyes ageccy. The payos
will maost often be either the looal QSE o a county cormission serving as the fiscal
agert for the local DRC,

Monthly invoices for case managers who are independent corttractors (not
employed/contracted through the QSE)

a)

b)

An gpproved memorandum of undezstanding (MOU) must be in place for the
mdcpcndant contta,cted cage manager before any bﬂlmg can be submitted. A
ADCI ith

of each month. A copy of the cuttent MOU must also be sent sach monih with the
monfhly tnvoice.

Invoices must have an involes number, 2 project pomiber (12302) and & county
organization aumber (Co. Orgd) which is assigoed for each county.



The Co. Org # for the haadquarter sounty of the ADCPO is 0 be used for the
monthly billing iovoice for services, The case management service billed must be
Uisted under the DESCRIPTION column of the ingotee, The NUMBER, HOURS,
RATE, and AMOUNT columns misst also be completed and nst not exceed the
amounts approved in the local anrual budget and local MOU.

NOTE: Effective July 1, 2016, the hiring of a case manager as an tndependent
contracior is NO LONGER an optioy. All newly hired/contracted drug court case
managets must be hired through the QSP and possess 4 relevant magtet’s or bachelor’s
degres involving coursewck equivalent to a major whose subject matter is directly
applicable 1o probation wotk snd/or behavioral health services (counseling/psychology,
criminal justics, social work, board of regents with a humen services spectalization,
recreational therapy, political scignce, nursing, sociology/eriminology, teacher education,
or behavioral health, ete.) Candidates nmust have a valid driver’s hceme and reliable
transportation and mnst pass a NCIC/CIB background check and a drug sorcex. A copy
of the new targeted cave manager Job description is provided by DPS,

3. Monthly Financial Reconciliation Report
a} The purposs of the monthly financial teconciliation (MFR) is to report on balagces of

income and expmdiun-cs in 8 pmgrm s ﬂmdmsing/donstlons asoomr. ms_m
dc\e&not s.al_‘.__g 1o the drae m P ) .

must be entered, on 1he conmpondmg monthly WOrkshect (tabe at the bottom of the
form), Monthly, each ADCPO must complete znd submit sither the MFR. form or an
account siatement(s) covering the same reparting month, (NOTE: review the
instructions for the MER fo see which eloments must be present if the ADCPO is
submitting & statement instsad of the MFR). The MFR or statement must be
submitted even if no account activity occurs during the month, Detailed instructions
for completing the MFR will be included with the form when it is sent out at the
beginning ofeachﬁmlyea:r The Court does not need a report onhow these funds
e spent, but does reqmre a,monthlybalame of the account, 'IheMFRxmmt_e.

subinitied (seamned sind emailed) to the Deputy Direstor for Drug Comnts h
10% day of ¢ach momth. NOTE: Supreme Court employecs must ot collem any

raoney or manags aty financial sccounts, including donations.
4, Monthly Drug Couwrt Fee Remittance |

2) Partieipant drug court fees ere to be uged to pay for incentives, supplies, graduation
ceromonies, participant meals & snacks, and other costs agsooiated with the
participants’ treatment and activities 5o long as the expenditures directly benafit the
dug court participants,

b) Local adﬁsnry commiu:cs s&t tha local drug comt fee; for ¢a¢h ADC hower

of adult drug coust program, and
in adult drug court foes.



¢} Drug court fees paid by the participants shall not be pald to or collected by the, adult
drug eourt judge or adult drug court probation officer, The ADC may make
arrangements to have fees pald to the county ¢lerk, circult olexk, or other appmpnate
agency designated by the drug court judge/advisory board, The local ADC board is
responsible for designating the enfity which sollect the drug court fees for their
program and which will be responsible for the monthly retnittance of the drug eoust
fet funds to the Adminisirative Office of the Court,

d) The dmgneted drgg court fee ¢ollectmnfremittan¢e cntxty is ;ejp_ons‘bio igg mllo_qﬁ ng
the X )

ﬁmxm@mmm The Financial Managemem Division

. velll deposit each monthly remittance Into the specific paying ADC program’s
accoUnt. For example, if Cabell Co, ADC ramits a oheok for $1,000 in drug court fee
collections for the month of July, ther that $1,000will be allocated specifically to the
Cabell Co, ADC program in the accowurting system.

ej A check pxyable¢ to “The State of West Virginia” must be gent divestly to Sue
Troy, Director, Division of Rinancial Management, Supreme Court of Appeals of

West Virginia, Administrative Office of the Coarts, 1300 Kaxawha Boulevard
East, Building 1 Room E-100, Charleston, WV 25308, Please note on the memo
line of the cheek that this constitutes ADC Fees with an identification of the
specific ADC progeam, e.g., “ADC Fees for Kanawhsa Connty ADCY

0 All pmahnses meade for the adult drug court with the participant drug couxt feey mnst
be paid with a State P-card, The ADC purchases using the drug court fee collestions
will be the vesponsibility of the probation cffice Prcard holder, Bach of the probation
P-card bpldem will get en incréase of $L000 per month on their monthly purchasing

ey v allocated ¢ iy g : .TheP-cerdhoidsrswdl

dhie hz the mh day gfﬂsemgmh fouowmg tho repotting pﬁ‘iod (i.b my
needtobesubnut:adhyﬁmgwtw). Mﬁgﬂ@%}sm&m%
Irtew avnard EEHHEWY. Hov T . W program,

mfm st bo signed by tix ADCPO a1 8 lodal ’cmsmg a.uzhomy befarc
submission to the AO. Pm;cet #12302 and the loeal Co. Org # sbould bz noted on
the top of the form,

b, In-statd and/or out-of-stats training requhes Bre-approval by Deputy Director for
Drug Courts, A detailed request mist be saat In writing using an Application for
Education Benefits form (found on the court website) and aftaching an
agenda/desatiption of the specific training,



NOTE:
* Travcl Expensc Fcrm canbe found on tl-a ‘.WSCA mbs:tc at:

» Per Diem Rated can be found at:

6. Bquipment Purchases:

a)

b)

&

The AO will purchase Japtops and cell phanes for each ADCPO. In the event, the
ADCRO choases to use their personal cell phone in liew of a Court issued cell phone,
amonthly reimbursement of $29.99 may be spproved. The ¢ell phone number must

_be pmwded to the Deputy Director of Drug Cowtts, The ADCPO must complets an

Fotm (nat the trave] expense sheet) and provide a copy of

the first pa.ge of each monthly blll attached to the reimbummcnt requzst fol:m,__m
form and | Dep -

Contts vmml The aforemcnﬁoned form 1s prowdad ot the Court’s website, }

Sotne items such asthe PBT and some printet/scanner combos require the
completion of a Property Purehase Order foimn that must be signed by the ADC
Judge or the Chief Circnit Court Judge. This form is to be propetly comploted (setit
via email) to the Deputy Director for Prug Courds for approval 2nd submission to the
1T department, The XT department will not process the request without approval
from the Division of Probation Services, The form can be found on the Conrt’s
website,

Only the items specified in the local program’s fiseal year budget is approved for'
parchase and is hmited 1o the amount appzov¢¢ Invoices and/or MEE musjg be
g Cowt D ettt ot Ing C ot ‘

'm Projeet# 12302 and theloo&l Ca. Org# should be noted on thetop of
the invoice/reneipt,

NOTE; If equipment Is purchased an the P-oard make sure the county’s Pecard Log
indicates Project # 12302 and the Co Orgh beside any drug court purchase to

ensure proper coding and payment of the state level, The P-card Log process
¢onhtinues s normal by the P-card holder.

7. Drug Testing

8

ADC’s have separate drug testing accounts set up with Alate Taxicology (72-panel
wrinalysis, and the Oral Interospt devices, and all GC/MS confirmations «EXCEPT
EfG), Redwood Tagicology Services (13-panel Yaup, FiG lab, and subaxone dips),
and Intrinsic Interventions (X2, #ramadol, fendanyl dips). ADC drug testing supplies
are to be used for ADC participants only, The monthly master bill will be sent
direetly to the Deputy Direttor of Drug Courts for review and approval. After

4+



approval the bill will he forwarded to the Accounting Dept, for appropriate coding
and paynent.

b) Tha Deputy Director for Diug Courts is rasponsible for setting up the drug courd
drug testing accounts for éack deug court program with each vendor, The Chisf PO
shall notify the Deputy Ditecior of the name, physical address, mailing address,
office phone number, office fax numbet, and email address of the new ADCPO as
soon as possible so {he Deputy Director ca notify the vendor and begin the pzo

- This must be dons wifh all new hires whether it is the mplmentanon ofa new
program or the hiring of & new officer in &n existing program, In addition, the
Deputy Director needs to be notified immediately when an ADCPO leaves the
position ¥n the account’s primary contact can be changed untll the time u new
ADCPO i Wired,

8. Other Expénses

&) Oply the itetns specified in the “other” oategory of the local program’s fiscal yeat
budget is approved for prchass and is limited to the amount apprOWd. Invoices
and/or receipts must be sent to the Dmg Caurt Development, and Training
Coorduvator for processing and payment. Project # 12302 and the local Co. Org #
should be nated on the top of the invoice/receipt.

NOTE: If items are purchased on the P-card, make sure the coumty’s P-card Log
indicates Project # 12302 and the Co Org# beside any Drug Court pyxshass to
ensufe proper coding and payment, at the stats level, The P-card Log process

Sontinnes ag norimal by the Pwcard bolder, The Divigion of Probation Services dees
not recedve thi information,

D. Other Periodic Reporfing:
1. Drug Coutt Meetings/Training

a. ADCPOs are required to attend the statewide drog court conferencs (usually held in
every other year (Le., 2014, 2016, sic.)

g@g&m A hard copY ofﬁxarepoﬂwﬂl be ﬁ]ad mﬂlemdmdml ADC
program files at the Divisior of Probation Services.

¢ Inaddition, there may be periodic drug court spesific training worlshops, technical
assistance iraining events, and/or statewids program evaluation meetings held that
will require participation from the ADCPOs, Notification from the Division of
Probatlon Services will be provided 1o the ADCPOs on such events/opporturities.

2. Omesite Visifs



a,  Couxt staff will conduct at lesst on view visi
1o e4ch progtaen duting a fiscal year, ths will be more ﬁ'equcntfor ptograms in the
development stage. Court staff will review the progtess of the local program and the
work of the ADCPO and will observe a staffing méeting, a P&E team meeting, and

dmg wuﬂ procoedms. Amwmau&mﬁmmmwm
‘ te visit. A hard copy of
the mpo:t will bc ﬁled at tlm Dms:on of Probation Services.

3. New Hires/Staffing Changes

8, When a new ADCPO is hired or a staffing change is made in the ADCPO
position, the Chief PO must notify the Deputy Directur as soon as possible 3o
necessary steps ean be made regarding access ta drug court specific systerns (Le,
Court email, OCMS, drug testing accounts, ete.)} All ADCPO’s require 2n email
account tequest form and OCMS account form to be completed and submitted to
the Degity Dirsotor for Drug Courts before the Court’s IT departnent will
consider any requests for new ascounts, These forms will be provided upern.
request to the Depaty Director for Drug Courts,

b, Drug court case mansgers (SCAWY approved) may be mucd 8 Covtt email
aceount and given access 1o the Drag Coutt Tab of the QCMS with permission
from fhe Deputy Director for Drug Courts. The ADCPO or the Chief PO will e
required to camplets a request forms es mentioned above in parta, The ADCPO
or the Clief PO must notify the Deputy Direclor of Drug Courts jmmediately
Wher & ¢ase managet resigns or is terminated from the pesition. The Deputy
Director will disable all Court related accounts to swhich the case mariager has
scoess (such as email account, database account, ete.) as so0n as possible,

THIS IS VERY INMPORTANT!

‘B, WY Offender Case Management System

1. The ADCPQ i responsible for ensuting that all necessary information is jnput into the
. appropriate datshage In a timely manner, The database used by West Virginia's ADC
system are essential for case management. They are also the best means for providing an
cagily-accessible source for case infarmation both within the ADC programm and betwesa
the ADC program and the DPS, The databases are also able to quickly prepate many
mandatory reports,

2. ADC-related dagabases will provide the DPS with information that will be veed to
evaluate ADC programas. Databases are the simplest and most cost-effective means of .
collection and analysis of the necsssary infortmation. The sound evaluztion of ADC
programs s essentfal to report to the legislatore and support efforts 1o seck grant funding,

3. The proper vsa of databases will also belp to ensire comtinuity and consistency in and
amonig ADC programs. The information is maintained in a way that is consistent among
suecessive ADCPOz, and in a way that iy consistent among various ADC programs.





