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Purpose 
The purpose of this reference guide is to use as a resource to assist the Managed Long Term 
Care (MLTC) plans with navigating the Suggested Social Adult Day Care (SADC) Evaluation 
Tool issued by the New York State Department of Health (the Department) . 

This reference guide provides the following: 

• Screen shots of the different Tabs in the tool to be completed. 
• Background information on each of the Tabs to be completed. 
• Instructions on how to complete each Tab. 
• Instructions for copying the Checklist Tabs found in the Evaluation tool. 

How to Use this Guide 
This guide follows the same sequence as the Suggested SADC Evaluation Tool.  Additionally, 
the guide has a screenshot of each tab, a section that provides background information on the 
tab, and guidance to assist with completing the tab. 

Please go to the appropriate section, based on your question and where you are in the tool . 

Tool Organization 
The SADC tool is organized into nine sections which include all evaluation questions that are 
required for completion. The evaluation questions are organized in tabs found along the bottom 
of the workbook.  
Sections of the workbook include: 

1. Instructions 
2. Cover Page 
3. General Information 
4. Contract and Oversight 
5. SADC Requirements 
6. Member Checklist 
7. Staff Requirements 
8. Staff and Volunteer Checklist 
9. HCBS Final Rule 

Completion of the Evaluation Tool 
• MLTC plans may utilize this suggested tool directly for conducting SADC reviews or as a 

resource which provides the minimum required items that must be reviewed.  

o The Department strongly encourages using the Suggested SADC Evaluation Tool 
to perform all SADC reviews. If an MLTC plan wishes to use a comparable 
evaluation tool, it must be submitted to the Department for review and approval.  

• This tool is intended to be utilized upon initially contracting with an SADC, to ensure 
initial compliance, and annually thereafter to ensure continued compliance. 

• A separate tool must be completed for all SADC locations. 
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• The tool will be posted on the Department’s website, under the “MLTC Plan Resources 
for SADC Oversight” section, for MLTC plans to access and utilize. 

• Follow guidance provided in the tool for questions to ensure adequate responses. 
• Completion of all f ields and tabs is required, unless directed otherwise.  
• Based on the number of members and staff/volunteers reviewed, the “Member 

Checklist” and “Staff and Volunteer Checklist” tabs need to be copied and filled out.  
o Note: Instructions on how to copy a tab can be found in the Copying a Checklist 

Tab section below.  

• Be sure to keep all completed tools and supporting documentation for the required 10 
years and be prepared to furnish copies upon request from the Department, the Centers 
for Medicare and Medicaid Services (CMS), or any other regulatory agency. 

o Reminder: All completed tools should be submitted to the Department on an 
ongoing basis. 
 

SADC Evaluation Tool Tabs 

Instructions Tab 

 
About the Instructions Tab 

This screen provides an overview of the Suggested SADC Evaluation Tool. It is comprised of 
three sections: 

• Purpose: Explains the reason for the evaluation tool and the intended audience. 
• Instructions for Completing the Tool: Provides a brief overview of what is required to 

complete each of the tabs in the Evaluation Tool. 

https://www.health.ny.gov/health_care/managed_care/mltc/sadc/index.htm
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• Please Note: Directs MLTC plans to additional resources for completing the tool and a 
reminder about document retention requirements. 
 

Cover Page Tab 

 
About the Cover Page Tab 

The Cover Page is used to quickly reference the SADC, date of visit, address, and MLTC plan 
who completed the evaluation.  

• Completing the Cover Page Tab 
o All f ields on the Cover Page Tab should be completed.  

▪ Note: If this is an initial evaluation to ensure compliance with a newly 
contracted SADC, please leave the SADC Visit Date field blank. 

o Entries made on the cover page in the SADC Name, SADC NPI, and MLTC Plan 
Name fields will automatically pull over to all other relevant fields in the 
workbook. 

o If plans have any questions regarding obtaining or verifying a National Provider 
Identif ier (NPI) number for a SADC, please refer to MLTC Policy 25.05: 
Enhanced MLTC Plan Oversight of Contracted SADCs. 

o The MLTC plan name field is a dropdown menu listing the names of existing 
MLTC plans.  

https://www.health.ny.gov/health_care/medicaid/redesign/mrt90/mltc_policy/2025/25-05.htm
https://www.health.ny.gov/health_care/medicaid/redesign/mrt90/mltc_policy/2025/25-05.htm


Suggested SADC Site Evaluation Tool Guide v3.0 

4 | P a g e  

 

General Information Tab 
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About the General Information Tab 

The General Information tab provides general demographic information regarding the SADC 
and contains three sections: 

• MLTC Plan Representative Completing This Tool  
• SADC Point of Contact 
• SADC Information 

Completing the General Information Tab 

• Company/DBA Name: Enter the SADC name as filed with the New York State (NYS) 
Department of State. Doing Business As (DBA) names are common for privately owned 
companies. 

• Contract Type: Select the appropriate dropdown selection based on the contract(s) the 
plan has with the SADC. The options are as follows: 

o MAP: Medicaid Advantage Plus 
o Partial: Partial Capitation  
o MAP and Partial: To be utilized when the plan has both a MAP and Partial 

contract with the SADC. 
o SCA: Singe Case Agreement  

▪ Reminder: MLTC plans are still required to conduct initial and annual 
evaluations of SADCs where only a SCA exists.  

• Number of MLTC Plan Members Served: Enter the number of enrolled members for the 
corresponding contract type.  

o Note: If the MLTC plan has more than 5 members under a SCA, a MAP and/or 
Partial contract should be established. 
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Contract and Oversight Tab 

 
About the Contract and Oversight Tab 

The Contract and Oversight tab includes contract and oversight components from the model 
contracts. It contains three sections:  

• Oversight Requirements: Evaluation items related to MLTC plan oversight of SADCs. 
• Contract Requirements: Evaluation items specific to the contract(s) established 

between the MLTC plan and SADC.  
• References: This section provides further guidance for the plan when completing the 

two previous sections. Additionally, it provides links and specific contract language that 
is required to be present in the contract between the MLTC plan and the SADC.  

Completing the Contract and Oversight Tab 

• All evaluation items get answered with a Yes or No. 
• For certain evaluation items, if the response is No, additional details are required in the 

Comments section (Column F).  
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o For these items, the Yes/No column will turn red when No is selected as a visual 
cue to indicate further details are needed. 

• Please note Oversight Requirements questions 6 and 7, which relate to MLTC Policy 
15.01(a), require all SADCs to register and certify with the Office of the Medicaid 
Inspector General (OMIG). The certif ication is required and MUST be done initially on 
contract with a MLTC plan and annual thereafter, from the date of the prior certif ication.  

• The Certif ication must be completed electronically, via OMIG’s website: 
https://apps.omig.ny.gov/sadc/sadccertif ication.aspx. 

 

SADC Requirements Tab 

 
 
About the SADC Requirements Tab 

The SADC Requirements Tab evaluates components related to the SADC’s physical location, 
as well as adherence to policy related to its operational use. The SADC Requirements Tab 
contains of four sections: 

• Physical Environment and Safety: Reviews safety related aspects of the SADC’s 
physical environment and associated documentation.  

• Member Care: Reviews standards related to nutrition and associated documentation.  
• Policies and Procedures: Reviews SADC policy and member attendance log 

requirements. 
• Emergency Preparedness: Reviews emergency procedure requirements.  

https://www.health.ny.gov/health_care/medicaid/redesign/mltc_policy_15-01_a.htm
https://www.health.ny.gov/health_care/medicaid/redesign/mltc_policy_15-01_a.htm
https://apps.omig.ny.gov/sadc/sadccertification.aspx
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Completing the SADC Requirements Tab 

• All evaluation items get answered with a Yes or No. 
• Depending on the response, certain evaluation items will require additional details be 

added in the Comments section (Column F). 
o While comments are required for specified evaluation items, MLTC plans can 

provide additional comments, as needed. 

• Any evaluation item with a No response is required to have a remediation plan detailed 
in the Remediation Plan section (Column G).  

o For these items, the Yes/No column will turn red when No is selected as a visual 
cue to indicate the SADC is out of compliance and further details are needed. 

o Note: If remediation is required, the MLTC plan should obtain and retain 
remediation documentation (i.e. environmental pictures, updated documents and 
policies). 

• Any evaluation item with a Yes response will see the Remediation Plan section greyed 
out as a visual cue that a plan is not required.  

 

Member Checklist Tab 
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About the Member Checklist Tab 

The Member Checklist Tab evaluates documentation related to specific members receiving 
services at the SADC, including their Person Centered Service Plan (PCSP).  The Department 
jointly with New York State Office for the Aging (NYSOFA) has released the SADC/Social Adult 
Day Services (SADS) PCSP Template, as well as the SADC/SADS PCSP Template User 
Guide. MLTC plans are required to review member files for compliance, document instances of 
non-compliance, and remediate those instances as a component of performing SADC oversight. 
The Member Checklist tab contains eleven sections broken into two components:  

• Member File Guidance 
o Member Demographics: Consists of three demographic items related to the 

specific member whose documentation is being reviewed.  
o Required Documentation: Reviews documentation that is required as part of the 

members case file. 

• PCSP Review 

o PCSP Completion Information: Evaluates information related to when the 
PCSP was completed, and the timing of completion.  

o SADC Member Information: Reviews demographic information required to be 
included as part of the PCSP.   

o Members Health Information: Reviews specific medical information related to 
the member, including diagnoses and medications/  

o Personal Care Preferences: Reviews member preferences related to how they 
receive personal care.  

o Risk Management and Safeguards: Ensures PCSP documents any specific 
risks to a member’s health and wellbeing.  

o Preferences and Strengths/Needs: Evaluates items related to a member’s 
specific preferences, as well as their needs and strengths.  

o Goals and Activities: Ensures the PCSP appropriately documents a member’s 
personalized goals, as well as the activities that are of interest to the member.   

o Modifications to Members Rights: Ensures the PCSP has a space to 
appropriate document and justify any modifications to member freedoms.    

o PCSP Acknowledgement: Ensures the PCSP was appropriately signed by the 
member or their designated representative.  

Completing the Member Checklist Tab 

 
 
 
 
 
 

• A copy of this tab should be made for each specific member whose documentation is 
being reviewed. Details on how to copy a tab can be found in the Copying a Checklist 
Tab section below.  

• The three items in the Member Demographics section should be filled out with the 
corresponding information for the specific member under review.    

It is the expectation that MLTC plans will evaluate a statistically valid sample of their 
members at the SADC (approximately 10% of enrolled members).  

https://www.health.ny.gov/health_care/managed_care/mltc/sadc/library/resources/sadc_sads_pc_service_plan_template.docx
https://www.health.ny.gov/health_care/managed_care/mltc/sadc/library/resources/sadc_sads_pc_service_plan_template.docx
https://www.health.ny.gov/health_care/managed_care/mltc/sadc/library/resources/sadc_sads_pcsp_template_user_guide.pdf
https://www.health.ny.gov/health_care/managed_care/mltc/sadc/library/resources/sadc_sads_pcsp_template_user_guide.pdf
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• All evaluation items get answered with a Yes or No. 
• Depending on the response, certain evaluation items will require additional details be 

added in the Comments section (Column F). 
o While comments are required for specified evaluation items, MLTC plans can 

provide additional comments, as needed. 

• Any evaluation item with a No response is required to have a remediation plan detailed 
in the Remediation plan section (Column G).  

o For these items, the Yes/No column will turn red when No is selected as a visual 
cue to indicate the SADC is out of compliance and further details are needed.  

o Note: If remediation is required, the MLTC plan should obtain and retain 
remediation documentation (i.e. updated policies/procedures or an updated 
PCSP template). 

• Any evaluation item with a Yes response will see the Remediation Plan section greyed 
out as a visual cue that a plan is not required.  
 

Staff Requirements Tab 

 
About the Staff Requirement Tab 

The Staff Requirements Tab evaluates compliance with policies related to staff employed by the 
SADC, as well as volunteers who are in contact with members. The Staff Requirements Tab 
contains two sections: 

• Staff Health Status: Evaluation items related to employed staff and volunteers, as well 



Suggested SADC Site Evaluation Tool Guide v3.0 

11 | P a g e  

 

as required health assessments. 
• Staff Training: Evaluation items related to required trainings. 

Completing the Staff Requirement Tab 

• All evaluation items get answered with a Yes or No. 
• Depending on the response, certain evaluation items will require additional details be 

added in the Comments section (Column F). 
o While comments are required for specified evaluation items, MLTC plans can 

provide additional comments, as needed. 

• Any evaluation item with a No response is required to have a remediation plan detailed 
in the Remediation Plan section (Column G).  

o For these items, the Yes/No column will turn red when No is selected as a visual 
cue to indicate the SADC is out of compliance and further details are needed.  

o Note: If remediation is required, the MLTC plan should obtain and retain 
remediation documentation (i.e. updated documents and policies).  

• Any evaluation item with a Yes response will see the Remediation Plan section greyed 
out as a visual cue that a plan is not required.  
 

Staff and Volunteer Checklist Tab 

 
About the Staff and Volunteer Checklist 

The Staff and Volunteer Checklist evaluates documentation related to staff employed by the 
SADC, as well as volunteers who have contact with members. MLTC plans are required to 
review staff and volunteer files for compliance, document instances of non-compliance, and 
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remediate those instances as a component of performing SADC oversight. The Staff and 
Volunteer Checklist contains four sections: 

• Staff/Volunteer Demographics: Consists of three demographic items related to the 
specific staff member/volunteer whose documentation is being reviewed.  

• Required for All Staff and Volunteers Upon Hire:  Ensures staff/volunteer file 
appropriately documents health and training requirements necessary upon hire.  

• Required for All Staff and Volunteers Annually: Reviews training requirements for 
staff/volunteers that need to be completed annually.  

• Required for All Staff and Volunteers Prior to Contact with Members:  Reviews 
trainings that are required to be completed before the staf f/volunteer are able to be in 
contact with members.  

Completing the Staff and Volunteer Checklist Tab 

 
 
 
 
 
 

• A copy of this tab should be made for each specific staff/volunteer whose documentation 
is being reviewed. Details on how to copy a tab can be found in the Copying a Checklist 
Tab section below.  

• The three items in the Staff/Volunteer Demographics section should be filled out with the 
corresponding information for the specific member under review.    

• All evaluation items get answered with a Yes or No. 
• All evaluation items with a Yes response will require the date of training (or acceptable 

equivalent training) be added in the Comments section (Column F). 
o While comments are required for specified evaluation items, MLTC plans can 

provide additional comments, as needed. 

• Any evaluation item with a No response is required to have a remediation plan detailed 
in the Remediation Plan section (Column G).  

o For these items, the Yes/No column will turn red when No is selected as a visual 
cue to indicate the SADC is out of compliance and further details are needed.  

o Note: If remediation is required, the MLTC plan should obtain and retain 
remediation documentation (i.e. proof of completed training).  

• Any evaluation item with a Yes response will see the Remediation Plan section greyed 
out as a visual cue that a plan is not required.  

It is the expectation that MLTC plans will evaluate a statistically valid sample of 
staff/volunteers at the SADC (approximately 10% of staff & volunteers).  
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HCBS Final Rule Tab 

 

About the HCBS Final Rule Tab 

The HCBS Final Rule tab evaluates adherence to Home and Community Based Service 
(HCBS) regulations. The HCBS Settings Final Rule, a federal regulation effective March 17, 
2014, set new standards to promote community involvement and independence for people who 
receive Medicaid-funded HCBS. The rule outlined new requirements, including the following: 

• Person-centered planning and conflict of interest. 
• Standards for all settings where HCBS are provided.  

As SADC is a HCBS service, all MLTC plans are required to ensure that all contracted SADCs 
are compliant with the HCBS Settings Final Rule.  
The HCBS Final Rule tab contains two sections: 

• SADC Setting Characteristics: Evaluation items designed to assess whether the 
SADC has institutional characteristics. 

• SADC Compliance: Evaluation items designed to ensure compliance with the HCBS 
Final Rule. 

Completing the HCBS Final Rule Tab 

• All evaluation items get answered with a Yes or No. 
• Evaluation items in the SADC Setting Characteristics section with a SADC Setting 

Characteristics section with a Yes response will require additional details: 
o In Column E, plans must provide more specific details about the SADC’s location.  
o In Column F, plans must explain how the SADC overcomes institutional 

characteristics.  

• While comments are not required for any specific evaluation items on this tab, MLTC 
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plans can provide additional comments, as needed. 
• Any evaluation item with a No response is required to have a remediation plan detailed 

in the Remediation Plan section (Column F).  
o For these items, the Yes/No column will turn red when No is selected as a visual 

cue to indicate the SADC is out of compliance and further details are needed.  
o Note: If remediation is required, the MLTC plan should obtain and retain 

remediation documentation (i.e. updated documents and policies).  

• Any evaluation item with a Yes response will see the Remediation Plan section greyed 
out as a visual cue that a plan is not required.  
 

Copying a Checklist Tab 
To copy a Tab, take the following steps: 

• Right click on the Member Checklist or Staff and Volunteer Checklist tab along the 
bottom of the workbook (these are the two tabs that could require copying). 
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• Next select the Move or Copy option to bring up the pull-down menu.  

 
 

• Scroll down in the menu box to select the tab to be copied. 
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• Check the Create a copy box. 

 
• The duplicate tab will appear next to the original tab with the same name and the 

number two in parenthesis (shown below). 
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Glossary 

Glossary 

Acronym Explanation / Definition 

CMS Centers for Medicare and Medicaid Services 
DBA Doing Business As 
HCBS Home and Community-Based Services 
MAP Medicaid Advantage Plus 
MLTC Managed Long Term Care 
NPI National Provider Identif ication 
NYS New York State 
OMIG Off ice of  the Medicaid Inspector General 
PCSP Person Centered Service Plan 
SADC Social Adult Day Care 
SCA Single Case Agreement 
The Department The New York State Department of  Health 

Additional Resources 

For additional information please see the following resources: 

• NYCRR Title 9 Subtitle Y Chapter II Section 6654.20 

• Office of the Aging: Social Adult Day Services 

• CMS HCBS Settings Final Rule 

• NYS DOH HCBS Settings Final Rule Website 

• NYS DOH SADC Website 
o SADC Compliance FAQs 
o MLTC Plan SADC Contracting and Oversight Roles and Responsibilities 

• NYS DOH MLTC Policy Documents 

o MLTC Policy 25.05 Enhanced MLTC Plan Oversight of Contracted Social Adult 
Day Cares (SADCs) 

▪ MLTC Policy 25.05 FAQs 

o MLTC Policy 21.05 Home and Community Based Services Social Adult Day Care 
Site Compliance 

▪ HCBS SADC Fact Sheet - (Web) - (PDF) - 12.03.2021 
▪ HCBS Compliance Assessment with Guiding Questions for MLTC plan 

SADC Site Assessors (PDF) - 12.28.2021 
▪ HCBS SADC Compliance Requirements for MLTC Service Area 

Expansions and Mergers (PDF) - 06.30.2022 

https://govt.westlaw.com/nycrr/Document/I4fb189e6cd1711dda432a117e6e0f345?transitionType=Default&contextData=(sc.Default)#coid_website_startContent
https://aging.ny.gov/social-adult-day-services-sads
https://www.health.ny.gov/health_care/medicaid/redesign/docs/hcbs_final_rule.pdf
https://www.health.ny.gov/health_care/medicaid/redesign/home_community_based_settings.htm
https://health.ny.gov/health_care/managed_care/mltc/sadc/
https://www.health.ny.gov/health_care/managed_care/mltc/sadc/library/resources/compliance_verification_faqs.pdf
https://health.ny.gov/health_care/managed_care/mltc/sadc/contracting-oversight_roles-responsibilities.htm
https://www.health.ny.gov/health_care/medicaid/redesign/mrt90/mltc_policies.htm
https://www.health.ny.gov/health_care/medicaid/redesign/mrt90/mltc_policy/2025/25-05.htm
https://www.health.ny.gov/health_care/medicaid/redesign/mrt90/mltc_policy/2025/25-05_faqs.htm
https://www.health.ny.gov/health_care/medicaid/redesign/mrt90/mltc_policy/2021-12-03_mltc_21-05.htm
https://www.health.ny.gov/health_care/medicaid/redesign/mrt90/mltc_policy/hcbs_sadc_facts.htm
https://www.health.ny.gov/health_care/medicaid/redesign/mrt90/mltc_policy/docs/hcbs_sadc_facts.pdf
https://www.health.ny.gov/health_care/medicaid/redesign/mrt90/mltc_policy/docs/2021-12-28_hcbs_quide_questions_sadc_assessors.pdf
https://www.health.ny.gov/health_care/medicaid/redesign/mrt90/mltc_policy/docs/2022-06-30_hcbs_sadc_compliance_reqs.pdf
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o MLTC Policy 15.01(a): REVISED Social Adult Day Care and MLTC: 
Implementation of New Social Adult Day Care Certif ication Process 

▪ Social Adult Day Care (SADC) Certification webinar (WMV, 10MB) 
▪ SADC Certification 
▪ SADC Certification FAQ 05.29.2015 

o MLTC Policy 13.05: Social Daycare Services Q&A 

• NYS DOH Person-Centered Planning Library 
 
 

 

Please contact the Social Adult Day Care (SADC) Compliance Team 
for any further questions or concerns at: 

HCBSSADCSiteAssessments@health.ny.gov. 

 

 

 

 

https://www.health.ny.gov/health_care/medicaid/redesign/mltc_policy_15-01_a.htm
https://www.health.ny.gov/health_care/medicaid/redesign/docs/sadc_certification_2015-05-18.wmv
https://www.health.ny.gov/health_care/medicaid/redesign/sadc_certification_process_webinar_2015-05-18.htm
https://www.health.ny.gov/health_care/medicaid/redesign/sadc_certification_faq_2015-05-29.htm
https://www.health.ny.gov/health_care/medicaid/redesign/mltc_policy_13-05.htm
https://www.health.ny.gov/health_care/medicaid/redesign/person-centered_planning/index.htm
mailto:HCBSSADCSiteAssessments@health.ny.gov

