ADULT PROTECTIVE SERVICES SURVEY INSTRUCTIONS, DEFINITIONS, AND FTE FORMULA EXAMPLES
TO COMPLETE THE APS SURVEY, USE INFORMATION FROM YOUR APS REGISTER REPORTS FOR THE PERIOD OF 7/1/2007 THROUGH 6/30/2008, YOUR APS LOG, AND APS INTAKE FORMS
Definitions:
Full Time Equivalent (FTE) - means the number of full time positions allocated to adult protective services.  For the purpose of this survey, full time equivalent is 27.07 working hours (on average) of a 40 hour work week, or 1408 hours a year.
Supervisory Staff - means any staff who provide direct supervision to staff performing APS tasks.  Supervisory staff might be a program manager covering for the APS Supervisor.
Outreach - means that for reports not accepted for APS Evaluation an agency worker made a home visit and had face to face contact with the subject of the report. 
Information & Referral - means that for reports not accepted for APS Evaluation, information and referral was provided by phone to the subject of the report and/or reporter, to public and private human services agencies and community resources.
Instructions:
APS Reports:

Survey item #1.
Add up all APS Reports received from 7/1/2007 through 6/30/2008. An APS Report is a completed APS Intake Tool.

(Use agency APS Log)
Survey item #2.

Add up all APS Reports that were screened in for evaluation during 
the above time frame. (Use agency APS Log)
Survey item #3.
Subtract item #2 from item #1.
Survey item #4a.
For reports not accepted for evaluation, add up the number of reporters or subjects of reports given Information and Referral as defined above. *
Survey item #4b.
For reports not accepted for evaluation, add up the number of subjects of reports who were provided Outreach as defined above. *
*Count any screened out report one time - either I&R or Outreach but not both.  

  Not all Screened Out APS Reports will have received I&R or Outreach.  
Staff Positions:

Survey item #1.
Add up all staff performing any APS Task
(Intake, Evaluation and Planning & Mobilization)
Survey item #2.
Add up the FTEs of the above staff (use FTE formula on pg. 2) for:

APS Intake

APS Evaluation 
APS Planning & Mobilization
Survey item #3.
Add up the number of staff performing any APS supervisory tasks, (e.g. direct supervision to staff performing APS tasks)
Survey item #4.
Add up the FTEs for supervisory staff (use the FTE formula on page #3) for:

APS Intake

APS Evaluation
APS Planning & Mobilization
Formulas:
(USE THIS FORMULA TO FIGURE FTEs)
Select highest 3 APS reporting months for your agency for the time period 7/1/2007 to 6/30/2008.  To figure an FTE, the steps are:
Step 1
Add up the total number of Intake (SIS Code 200), Evaluation (SIS Code 202), and Planning & Mobilization (SIS Code 204) recorded on all day sheets(DSS 5263) for 3 highest reporting months reported by all staff, and divide the total number of minutes for each APS function by 60 to convert minutes to hours.  
Step 2
Multiply the total number of hours by 4 to obtain the number of hours for 12 months.  
Step 3
Divide the 12 month total of hours for each APS function by 1408 to obtain the FTE.  
Examples:
Intake FTE

Total SIS Code 200 minutes for 3 highest APS reporting months totals 1,680 minutes
▪  1,680 divided by 60 = 28 hours
▪  28 hours X 4 = 112 hours/year

▪  112 divided by 1408 = .08

▪ 8% of an FTE for APS Intake

Evaluation FTE
Total SIS Code 202 minutes for 3 highest APS reporting months totals 12,000 minutes
▪  12,000 divided by 60 = 200 hours

▪  200 hours X 4 = 800 hours/year

▪  800 divided by 1408 = .57

▪ 57% of an FTE for APS Evaluation

Planning & Mobilization FTE
Total SIS Code 204 minutes for 3 highest APS reporting months totals 44,000 minutes
▪  44,000 divided by 60 = 733 hours
▪  733 hours X 4 = 2932 hours/year

▪  2932 divided by 1408 = 2.08
▪ 2 FTEs for APS Planning & Mobilization 
Instructions for Figuring Supervisory FTEs:
Note: Your Supervisory FTE in APS Programs typically should not be higher than the worker’s
Step 1

What are your program responsibilities?
Step 2

Include the programs you supervise.
Step 3
What part of your time (Supervisory FTE) is spent supervising APS Intake. (Use FTE Formula provided on page 2.  See example below)

Step 4

What part of your time (Supervisory FTE) is spent supervising APS 


Evaluation.
 
(Use FTE Formula provided on page 2.  See example below)
Step 5

What part of your time (Supervisory FTE) is spent supervising APS Planning 

& Mobilization.  (Use FTE Formula provided on page 2.  See example on 



page 4)
Examples
Supervision FTE for APS Intake

Step 1

Estimate what % of your time, on average, is spent supervising APS Intake 

(SIS Code 200) activities.  

* For example, (using your agency APS Log) your agency received 60 APS Reports in the 3  highest APS Intake months. (Use the same 3 months you used to figure worker FTEs)
Step 2

Typically, each APS Intake requires 20 minutes of your direct 



supervision. (Screen, discuss, assign, etc.)
▪ 60 reports X 20 minutes = 1,200 minutes

▪ 1,200 minutes divided by 60 = 20 hours

▪ 20 hours X 4 = 80 hours/year supervising APS Intake

▪ 80 divided by 1408 =  6% of an FTE supervising APS Intake

Supervision FTE for APS Evaluation

Step 1

Estimate what % of your time, on average, is spent supervising APS 


Evaluation (SIS Code 202) activities.
* For example, your staff evaluated 50 APS reports during the highest 3 months (Use same 3 months as in previous example)

Step 2

Typically, each APS Evaluation requires 60 minutes of your direct `


supervision.

▪ 50 evaluations X 60 minutes = 3,000 minutes

▪ 3,000 minutes divided by 60 = 50 hours

▪ 50 hours X 4 = 200 hours/year supervising APS Evaluation

▪ 200 divided by 1408 = 14% FTE supervising APS Evaluation
Supervision FTE for APS Planning & Mobilization

Step 1

Estimate what % of your time on average, is spent supervising APS Planning 

& Mobilization (SIS Code 204) activities.
*For example, your staff provided protective services in 16 cases (32% substantiation rate of 50 evaluations)

Step 2

Typically, each APS Planning & Mobilization case requires 90 minutes of 

your direct supervision (while the case is open for APS)

▪ 16 cases X 90 minutes = 1,440 minutes

▪ 1,440 minutes divided by 60 = 24 hours


▪ 24 hours X 4 = 96 hours/year supervising APS Planning & Mobilization


▪ 96 divided by 1408 = 7% FTE supervising APS Planning & Mobilization
Total APS Supervision :

APS Intake 


= 
.06
=
 6%
APS Evaluation 

= 
.14
=
14%
APS Planning & Mobilization = 
.07  
=
  7%





.27
=
27% of a Supervisor FTE
(27%  is slightly more than a quarter of your time spent supervising APS activities)
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