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 Greater San Marcos Youth Council, Inc.
 GSMYC FY25 FAYS Budget

 September 2024 through August 2025

Expense
Payroll Expenses $404,250.00
Insurance - Health/Dental/Life $17,062.50
Insurance-Prof Liability $6,615.00
Insurance-Building $5,775.00
Insurance-Vehicle $4,200.00
Insurance Worker's Compensation $1,968.75
Supplies $14,700.00
Repairs $6,825.00
Grounds Maintenance $1,575.00
Security System $525.00
Telephone $1,260.00
Utilities-Cable $525.00
Utilities $9,450.00
Utilities-Dumpster $157.50
Postage $525.00
Transportation - Mileage $262.50
Transportation - Fuel $2,625.00
Expense Reimbursement $1,050.00
Printing and Advertisement $7,875.00
Staff Development and Education $3,675.00
Dues and Subscriptions $1,050.00
Licenses and Permits $525.00
Recreation/Entertainment/Act. $1,050.00
Accounting and Auditing Fees $9,975.00
Program Expense $4,200.00

Total Expense $507,701.25



 Greater San Marcos Youth Council, Inc.
 GSMYC FY26 FAYS Budget

 September 2025 through August 2026

Expense
Payroll Expenses $445,685.63
Insurance - Health/Dental/Life $18,811.41
Insurance-Prof Liability $7,293.04
Insurance-Building $6,366.94
Insurance-Vehicle $4,630.50
Insurance Worker's Compensation $2,170.55
Supplies $16,206.75
Repairs $7,524.56
Grounds Maintenance $1,736.44
Security System $578.81
Telephone $1,389.15
Utilities-Cable $578.81
Utilities $10,418.63
Utilities-Dumpster $173.64
Postage $578.81
Transportation - Mileage $289.41
Transportation - Fuel $2,894.06
Expense Reimbursement $1,157.63
Printing and Advertisement $8,682.19
Staff Development and Education $4,051.69
Dues and Subscriptions $1,157.63
Licenses and Permits $578.81
Recreation/Entertainment/Act. $1,157.63
Accounting and Auditing Fees $10,997.44
Program Expense $4,630.50

Total Expense $559,740.63



City General Funds

$37,000.00
$8,000.00

$45,000.00

Program Activity (GSMYC FAYS Program)

PROJECT TOTAL:

Utilities (Electric, Water)

Salaries and Benefits  for full-time employees (No more than 20% of 
yearly salary)
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Board of Directors Membership Criteria  
 
Greater San Marcos Youth Council’s Board of Directors are individuals who are active in the community and have 
expertise through education and/or experience beneficial to the agency, a commitment to attend board meetings and 
to participate in fundraising and other supportive efforts.  
 
The community leaders who are approved to serve shall exercise ordinary business judgment in managing the affairs 
of the Corporation. In acting in their official capacity as directors of this Corporation, directors shall act in good faith 
and take actions they reasonably believe to be in the best interests of the Corporation and that are not unlawful. In all 
other instances, the Board of Directors shall not take any action that they should reasonably believe would be 
opposed to the Corporation’s best interest or would be unlawful. A director shall not be liable if, in the exercise of 
ordinary care, the director acts in good faith, relying on written financial and legal statements provided by an 
accountant or attorney retained by the Corporation. 

 
 
 
GSMYC Board of Directors   Attendance 

 
President - Jeff Caldwell    100% 

  
San Marcos, TX 78666  
Resident City: San Marcos, Texas 

    

Vice-President - Rebecca Dickey   100% 
Texas State University-San Marcos  

    
  San Marcos, TX 78666 

Resident City: San Marcos, Texas 
  

  Treasurer-Vickie Dorsett   90% 
  Hays County Historical Courthouse 
  (Retired from County) 
    

San Marcos, TX 78666 
 Resident City: San Marcos, Texas   

    
 
  Secretary-Crystal Dixon    90% 

Edward Jones, Crystal Dixon  
 

Resident City: Mountain City, TX 78610 
 

Matt Murphree     70% 
Randall Morris & Associates  

    
  San Marcos, TX 78666 

Resident City: San Marcos, Texas 
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John Schramm     50% 
Thermon Manufacturing 

 
San Marcos, TX 78666  
San Marcos, Texas  

 
 
Sebastian Hernandez    50% 
HEB 

 
Resident City: Kyle, TX 78640 

 
Lisa Day     90% 
Hays County Juvenile Probation  

   
San Marcos, TX  78666 

 Resident City: San Marcos, Texas  
   
 
  Clint Pulpan     100% 
    

San Marcos, TX 78666 
 Resident City: San Marcos, Texas 
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Introduction to the FAYS Program Operations Guide 
The purpose of the Program Operations Guide is to assist current Family and Youth Success Program 
(FAYS) Grantees with procedures, policy clarifications, and frequently asked questions that are related to 
the programmatic components of their Family and Youth Success Program contract. This guide includes 
an overview of DFPS Prevention and Early Intervention (PEI) Division and is divided into sections based 
on the Request for Application issued in FY16. The Family and Youth Success program was formerly 
named the Services to At-Risk Youth (STAR) Program. Beginning in 2019, PEI began the process of 
renaming the program, soliciting input from internal and external program stakeholders. In the spring of 
FY20, the name Family and Youth Success Program was identified, and a logo design contest was 
implemented, and the final logos were selected. 
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Getting Connected With PEI 
As a PEI Grantee, you and your staff will work with several different other teams within PEI, such as 
Operation & Program Support Team, Research & Evaluation Team, and Contract Management and 
Oversight. Each team plays a critical role to the implementation and management of your contract and 
services.  
 

1. Operation & Program Support Team:  PEI's Operation & Program Support (OPS) Team 
oversees multiple avenues of external communications to benefit PEI's programs; as well as, 
develop positive parenting messaging to Texas families. OPS supports mission objectives in 
these key areas: Communications and Public Awareness, Training and Professional 
Development, Community Impact and Parent Engagement. Additional Communication 
supports are listed below: 

 

• PEI Provider News: PEI's e-newsletter is distributed monthly. PEI Provider News 
includes news about PEI initiatives, staff, and news related to prevention and early 
intervention statewide. Family & Youth Success Program Grantees should ensure their 
programmatic points of contact register for PEI Provider News by clicking here: PPN 
Registration Link  

• The Texas Prevention Network: is a channel for informing stakeholders about key 
updates. This network is comprised of a diverse set of stakeholders including 
advocates, service providers and coalitions. PEI communicates with the network via 
email newsletters sent periodically. To sign up for TPN: TPN Registration Link 

• PEI Learning Hub: the PEI Learning Hub is available to all PEI Grantees and serves as 
an engaging, web-based professional development portal providing training on a 
variety of topics. The interactive learning management system is designed for 
community providers, home visitor staff, and other partner agencies serving families 
through PEI contracts. Grantees and partner agencies can use it to stay up-to-date on 
best practices and professional development opportunities. Click here to access the 
recorded webinar for step-by-step directions on how to create a user account and an 
overview of the content currently available. 

• Training Tuesday Webinars: The webinars explore current relevant topics based on 
state trends, featuring PEI speakers, and guest experts. Register for the PEI Provider 
News and receive the upcoming registration links or email 

 
• Get Parenting Tips Website: The Get Parenting Tips website was developed to provide 

a platform to connect Texas parents and caregivers with positive parenting information 
and resources. Grantees are encouraged to visit GetParentingTips.com. 

• PEI Calendar: PEI produces an annual Parenting Tips Calendar. This free family 
resource is filled with helpful tips for parents and caregivers of children of all ages. It 
is available in English and Spanish. The calendar is endorsed by the Texas Pediatric 
Society and is a great resource for families participating in early childhood programs. 
Place your order online at: www.printmailpro.com/dfps 

• Technical Assistance Vendor Pool: provides access to qualified experts and agencies 
that can provide subject matter expertise on various topics to our external and internal 
stakeholders statewide who are dedicated to supporting children and families in 
Texas.  The Technical Assistance Vendor pool allows PEI to deliver services in a 
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manner that increases competency within a community or cohort to effectively serve 
and support children and families in Texas. The Technical Assistance Vendor provides 
quality and effective technical assistance, training sessions and event workshops, 
and/or opportunities for peer to peer learning. Opportunities may vary in delivery 
method, scale, timeline, and topic and may include intensive sessions and/or 
workshops, preparation of customized reports and maps, compilation of 
toolkits/academic literature, or other methods.  

 
2. Research & Safety Team: is composed of two units, the Research and Evaluation (R&E) team 

and the Office of Child Safety. Most Family & Youth Success Program Grantees will work with 
the R&E team to request DRITS and get assistance with the PEIRS database. The Research and 
Evaluation team is responsible for managing PEI’s IT projects, data management, data quality 
assurance, continuous quality improvement efforts, internal research and evaluation, and 
oversight of third-party evaluation contracts. Key projects include the Prevention and Early 
Intervention Reporting System (PEIRS), facilitation of the Research Roundtable, and federal 
and state mandated data and outcomes reporting.  
 

• DRIT (Data Request Intake and Tracking Form):  The FAYS program has many different 
reports to pull data from, but your agency may need data for a specific project. To obtain 
this information, you will need to complete a Data Request Intake and Tracking Form 
and submit it directly to the Database team at:  Please contact 
your Program Specialist for a DRIT form.   

• PEIRS Database: All PEI Grantees utilize the PEIRS database to input data and submit 
billing. PEIRS stands for Prevention and Early Intervention Reporting System.  This 
system is designed to capture data reporting requirements for all programs funded 
through Prevention and Early Intervention. To request access into the PEIRS database, 
you will first need to complete the online PEIRS training at: 
https://learninghub.dfps.state.tx.us/.  Once you have completed the training, you will 
need to e-mail your training certificate to our database team at  
and register for access into the HHS Enterprise Portal. For step-by-step instructions on 
how to register for access into the HHS Enterprise Portal, please refer to the PEIRS 
database entry manual.  If you need a copy of the PEIRS data entry manual, please 
contact your Program Specialist or the database team at:   

 

3. Contract Management and Oversight: PEI’s Contract Management and Oversight team is 
responsible for planning, developing, awarding and managing all contracts for the division. 
Primary responsibilities include developing solicitation documents, writing contracts and 
amendments, awarding contracts, reviewing contract budgets, monitoring of contracts, 
ensuring contract fulfillment and processing invoices. Your Contract Manager will contact 
your agency's designated primary contract point-of-contact when the above concerns arise. 
Your Contract Manager coordinates budget reviews and will work directly with each Grantee 
regarding that process. In addition, each year Contract Managers and Program Specialists 
work with the monitoring team to identify candidates for several ad hoc monitoring to occur. 
While Contract Managers and Program Specialists conduct their own monitoring activities, the 
official monitoring report will be issued by the monitoring team. 
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Family & Youth Success Program Overview 
The Family & Youth Success (FAYS) Program’s primary focus is on primary and secondary 

prevention of child maltreatment. Primary and secondary prevention services are foundational 
principles of the U.S Department of Health and Human Services’ Child Maltreatment Prevention 
Framework (more information on the framework can be referenced on page 29). Opportunities 
provided through FAYS are intended to be strengths-based and build resiliency through approaches 
that prevent or reduce child maltreatment and/or juvenile delinquency and increase family functioning 
and parental protective factors.  
 

PEI contracts with community-based agencies to provide program services to youth and 
families in all 254 counties in Texas. Youth ages 6-17 and their family members are eligible for 
Family & Youth Success program services when a family/youth is in crisis, when the youth or family 
requests services to address a presenting concern related to family or peer conflict, school attendance 
issues, runaway behaviors, juvenile delinquency or homelessness, or to increase family/youth 
resilience in coping with stressful life situations. Services are provided to youth and families 
regardless of their economic status and are provided voluntarily. Voluntary means that a family and/or 
youth may not be pressured, court-ordered or mandated to attend FAYS services. FAYS services are 
only to be sought after if the youth or family requests and/or wishes to participate in services. More 
detailed information regarding client eligibility guidelines can be referenced on page 7.  
 

The primary role of services is developing and strengthening coping skills for the purpose of 
restoring family stability, building resiliency among youth, and enhancing parental protective factors. 
Without youth and caregivers possessing these characteristics, maladaptive behaviors and coping 
strategies can develop, contributing to the long-term impact on youth and families and may impact the 
incidence of child maltreatment and juvenile delinquency.  

 

The original programmatic guidelines for FAYS were outlined in the procurement RFA and 
PEI issues policy changes or clarifications via written memos and other external written 
communications. 
 
Required Conferences: 
Each agency contracted with Family & Youth Success Program is required to have staff attend the 
two events below. The costs for staff attendance are built into each Grantee’s budget. 

• Partners in Prevention (PIP) Conference: Every year this conference creates an 
opportunity for Grantees, community partners, and other professionals in the field from 
across Texas to network. It allows the opportunity to acquire comprehensive information 
on the prevention of child abuse and neglect and related problem behaviors such as 
family violence, substance abuse, and juvenile delinquency. PIP takes place in the fall, 
rotating locations throughout the state. Information regarding PIP registration, hotel 
accommodations, room rental codes, etc. will be sent out in PEI Provider News.  

• Family Youth & Success Program Annual Meeting/Grantee Webinars: The Family & 
Youth Success Program has its own program-specific conference each spring, or as 
otherwise noted. The Family & Youth Success Program’s annual meeting is designed 
to provide program directors and other administrative-level Family & Youth Success 
Program staff with information and support related to programmatic operations. 
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Service Area 
 

The FAYS Program solicited services for all 254 counties in the state of Texas. These are 
listed by the Grantees in the Statement of Work and Project Work Plans. Services must be delivered 
to all counties within the service area. All core services of the FAYS program must be available on an 
as-needed basis and readily accessible to all communities of the county or counties served, regardless 
of the size of their population. Only one Grantee per county will be selected to provide FAYS 
services; no counties will be served by more than one Grantee, and if Subgrantees will be utilized, the 
respective counties of the overall service area must be identified for each subcontract. 

Additionally, due to the nature of the FAYS program Grantees are required to have:  

• Flexible service delivery plan that is responsive to the needs of clients who have 
arranged/scheduled services,  

• Regular office hours for clients who may walk-in to inquire about FAYS services 
• All core FAYS services available to eligible clients in all counties 

Question: We are contracted to serve clients in County X and another FAYS Grantee is contracted 
to serve clients in County Z. We have a FAYS service office in a school in County X whose students 

live in both County X and County Z. Can we provide services to students who live in County Z? 

Answer:  Yes. Since the school is physically located within the county you are contracted to 
serve, and this service location meets the client’s needs, as it is the school they attend, it is 

permissible to serve students who live in County Z who attend this school. 

Eligible Client Population 
 The eligible client population to be served utilizing FAYS funds is described below. This 
includes the update in the Policy Memo issued by PEI Leadership in December 2019.  

Families with children ages 6-17. Families with youth who turn 18 years old during the school year 
will be permitted to participate in the FAYS program until program goals are met or the end of the 
current fiscal year, provided they were 6-17 years old when first enrolled in the FAYS program. 
Given that the statute for FAYS outlines the intended age range as 6-17, PEI will not allow for 
enrollments at 18 or older to be in line with direction of the Legislature. A program site may choose to 
serve young people 18 and over with other funds. 

• Youth whose cases are pre-adjudicated, informally adjudicated, or whose adjudication has 
been deferred are eligible for FAYS services. Youth who have been adjudicated and convicted 
of either a misdemeanor or state jail felony offense are NOT eligible for FAYS services. 

• Youth in the conservatorship of CPS (named in a CPS referral or open case) are eligible to 
receive FAYS services, including emergency care regardless of the presenting concern, if intake 
and assessment process indicates the youth would be appropriately served by the available 
FAYS opportunities. 

• Families with youth between the ages of 0-5, if it is demonstrated that this age group needs 
services due to lack of other resources or community services. 

For further questions regarding the eligible client population please contact your PEI Youth and 
Family Program Specialist. 

 



9 | P a g e  
 

NOTE: In each Grantee's Project Work Plan, Grantees must identify the criteria utilized to determine 
appropriateness of fit as well as their assessment process. It is intended that the bulk of recipients of 
FAYS services do not have a confirmed or open CPS case as the FAYS program has a focus on 
primary and secondary prevention. While clients with a current or a previous history with Child 
Protective Services are eligible to be served, outreach efforts must focus on those with at-risk 
characteristics and behaviors who have not been previously involved with CPS. If determined by PEI, 
the population served falls excessively outside of the primary and secondary prevention focus, it will 
provide technical assistance on outreach efforts if necessary. 
 

Question: Our agency has accepted referrals from our local CPS office, but we are unsure of the 
number of CPS clients we have served. How do we get this information? 

Answer:  Grantees may request this information from their Program Specialist who will work 
with PEI Research and Evaluation to obtain this information. 

Question: Is there any circumstance in which a youth can enroll in services without the consent of 
their primary caregiver? 

Answer:  If the circumstances align with Texas Family Code terms outlined in §32.004. 
Consent to Counseling. Found at: 

https://statutes.capitol.texas.gov/Docs/SDocs/FAMILYCODE.pdf 

FAYS Statement of Work and Project Work Plan 
Statement of Work: 

The Statement of Work (SOW) document is one of several key components of an 
organization’s FAYS contract. The SOW provides an executive level summary of the Grantee’s 
proposed service delivery program, list of services including service area, eligible population, annual 
performance measures, and additional contract requirements. The Statement of Work is a part of a 
signed contract with PEI and cannot be altered or changed without a bilateral contract amendment by 
both parties. Thus, changes or edits to the SOW require a formal contract amendment.  For questions 
about changes to your Statement of Work, contact your FAYS Program Specialist. 

Project Work Plan: 
  The Project Work Plan is a complement to the Statement of Work. It documents how a Grantee will 

achieve the performance measures outlined in the contract. It is a flexible document, meaning that 
changes can be made with written approval from both PEI and the Grantee, which are recorded in the 
Project Work Plan.  

   The PWP has been organized into multiple sections, each of which contain current descriptions of the 
Grantee’s programmatic processes. The sections are: 

• General Information  

• Contact Information  

• Service Summary Table  

• Outputs  

• Target Population – including serving children 0-5 and FAYS Express  
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will be served as a family unit, and Grantees are expected to promote FAYS services as a 
family-based program.   

Question: How do we determine what evidence-based curriculums to use? 

Answer:  PEI has compiled a list of evidence-based curriculums that may be used in FAYS 
Services. The list was developed based on curriculums submitted to be utilized beginning with this 
RFA.  A copy of the most current list can be requested from your Program Specialist. If a Grantee 

would like to utilize a new curriculum that is not listed, they can complete an Evidence-Based 
Program Information and Ranking Tool and submit it to their Program Specialist who will review and 

also send to PEI’s research team for approval. This tool should be completed any time a new 
curriculum is proposed for use in FAYS family sessions, individual sessions, youth skills or parenting 
skills. FAYS Grantees identify the curriculums they use for sessions and skills training in Core and 

Ancillary Services Provided and the Model Fidelity sections of their Project Work Plan. 

It should be noted that therapeutic modalities provided in Individual and Family Counseling 
sessions (example, Dialectical Behavior Therapy) do not require the completion of an Evidence-

Based Program Information and Ranking Tool. Utilization of appropriate evidence-based modalities 
in these services are left to the discretion of the licensed mental health professional.  If counseling 

modalities change or are added, a Project Work Plan update is needed. 

Question: We held a family session with family members of a registered FAYS target youth - but 
the target youth was not present. How do we enter this into the database? 

Answer:  You will always enter Family Sessions or Family Counseling under the family’s 
enrollment.  

Question: During a family session, 3 members of the family attended. How many units do we enter 
and how many units are we able to bill for? 

Answer:  In the enrollment you can enter who was present at the family session.  You are only 
able to bill for one single session. The unit rate you set for Family Sessions is the amount you 

may bill for no matter if 2 or 7 family members are present. 

Family and Individual (Counseling): 
Family and Individual Counseling is defined as a therapeutic model of counseling designed to 

reduce conflict and negative behaviors, improve communication, change thought patterns, learn 
acceptance and intervene with a solution-focused, trauma-informed therapeutic approach. Family and 
Individual Counseling is not a substitute for individuals who need intensive or long-term counseling 
or psychiatric care. The following terms outline these services:  

• In the project work plan, in Core and Ancillary Services Provided and Model Fidelity 
sections, describe the evidence-based therapeutic approaches that will be implemented 
with FAYS clients in individual and family counseling sessions.  

• Explain how the proposed evidenced-based therapeutic approach will meet the needs 
of youth and families and indicate its evidence basis. 

• For Family and Individual counseling, a provider must have a minimum of a Master’s 
degree in social work, counseling, psychology or related field with at least one (1) year 
experience in counseling/direct service and be licensed in one of the following: 
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Licensed Master of Social Work (LMSW), Licensed Clinical Social Worker (LCSW), 
Licensed Professional Counselor or Intern (LPC), Licensed Marriage and Family 
Therapist or Associate (LMFT), Licensed Psychological Associate or Psychologist. 
Family Support Specialists may not provide Individual Counseling or Family 
Counseling sessions. 

• The FAYS Counselor is required to work with the family and/or youth to identify the 
presenting concern and subsequent concerns, identify the family and individual’s 
strengths and use a therapeutic approach or combination of approaches and evidenced 
based program curricula to help clients process their feelings, resolve problematic 
behavior, build effective coping strategies and measure progress for a minimum of fifty 
(50) minutes of counseling time.  

Question: Can we bill for Family or Individual Counseling sessions conducted by an intern 
enrolled in a Master’s or Bachelor’s program? 

Answer:  Family and Individual Counseling can be billed only if the staff member conducting 
the service meets the minimum staff qualifications. The qualifications are: 

• Minimum of a Master’s degree in social work, counseling, psychology or related field 
and at least 1 year of experience in counseling/direct service 

• One of the following professional licenses: Licensed Master of Social Work (LMSW), 
Licensed Clinical Social Worker (LCSW), Licensed Professional Counselor or Intern 
(LPC), Licensed Marriage and Family Therapist or Associate (LMFT) Licensed 
Psychological Associate or Psychologist. 
Note: Most interns in Master’s or Bachelor’s programs do not meet the billing 
requirements for counseling sessions because they are still in graduate school and do 
not possess one of the professional licenses listed. 

Guidelines for Sessions and Counseling Services: 
There are many theories on what constitutes an effective short-term, evidenced-based session 

and counseling approach. Grantees must address, in their project work plan, the following elements 
which must, at a minimum, be included in the session and counseling services of the FAYS Program 
proposed:  

• Establishment of rapport – develop a cooperative constructive alliance with the client;  
• Identification of the major problem(s) or concerns and each individual’s strengths through an 

assessment process;  
• Exploration of behavioral alternatives – create a solution-based versus problem focused 

approach 
• Develop an Action Plan, using the Action Plan Template describing the implementation of 

steps to resolve the problem – the FAYS Counselor/Family Support Specialist and clients must 
jointly develop attainable/measurable tasks. An example of an Action Plan Template can be 
requested from your Program Specialist. 

• Establish a method to measure progress – on-going assessment of the attainment of the goals 
and progress;  

• Implementation of follow-up strategies with the participants;  
• Maintain documentation summarizing the aforementioned components in case notes which 

should be separate from the Action Plan.  
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For billing purposes, family sessions/counseling are considered to be a service delivered to 
two or more clients, one of them being a registered Target Youth, Primary Caregiver, Secondary 
Caregiver, other registered adult or registered sibling. Individual sessions/counseling is considered to 
be a service delivered to a single individual. This individual may be the Target Youth, Primary 
Caregiver, Secondary Caregiver, other registered adult or registered sibling. If all other criteria are 
met, initial intake sessions (a core service) may be billed separately, regardless of the number of 
participants. 

  

Family and Individual sessions and counseling must be offered within one week of the initial 
referral and must be provided to the family and the youth needing services. The expectation is that the 
majority of families will be served as a unit, and Grantees are expected to promote FAYS services as 
a family-based program. In the event a Primary Caregiver refuses to participate in the FAYS services, 
the Grantee must document, in the case file, the reason(s) the Primary Caregiver is not participating in 
family sessions/counseling. Although, it is imperative that family sessions be provided to all open 
FAYS cases, PEI understands that some Primary Caregivers are unwilling to participate. The 
expectation is that Grantees make strong efforts to serve the family unit or document in the client file 
why it is not possible. 

Question: If a staff member provided individual counseling to a target youth and towards the end 
of the session, the parent came in to talk to the practitioner and youth, would this be considered an 

Individual Session or Family Session? 

Answer:  If 50% or more of the session duration (25 minutes or more) was spent with just the 
Target Youth, then the session should be billed as an Individual Session and must be documented in 

the Case Note.  
 

Telehealth Services: 
Face-to-face Family and Individual sessions and counseling are preferred and should encompass 

the majority of service delivery methodology; however, telephone services, online services, webinars, 
and video conferencing may also be provided if a face-to-face service is not feasible. Respondents 
should address the following items, at a minimum, in their proposal:  

• Payment for services can only be requested for face-to-face, telephone and video conferencing 
services.  

• Telephone and video conferencing services will be billed at the individual rate of the 
respective service being offered (session or counseling) and must follow the same duration and 
staff qualification guidelines. It is not permissible to bill a family rate for delivering a 
telephone or video conferencing service, unless otherwise noted by PEI. 

• Non-billable services such as online services, texting, emails or webinars must be taken into 
account in each of the fee for service unit rates. 

Note: In addition, Grantees who use alternative mediums (as those listed above that use technology) 
to provide  services must ensure client confidentiality and submit, as part of the proposal response, 
their agency's confidentiality plan and Data Use Agreement (DUA) and Security and Privacy Initial 
Inquiry (SPI). 
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Parenting Skills Training: 
Parenting Skills Training is defined as an evidence-based program curriculum delivered to a 

group of adult caregivers in a class/training setting for the purposes of improving family functioning 
skills and building resiliency. Respondents should address the following items, at a minimum, in their 
proposal:  

• Classes will address topics like communication, coping skills, problem-solving, 
conflict resolution, decision making, anger management and other adult and parenting 
specific topics.  

• The adult caregiver does not necessarily have to be living in the same house as a 
registered youth; however, there must be a registered target youth identified for the 
Grantee to bill for the adult caregiver's participation in the skills class. 

• The billable rate should match the Parenting Skills fee-for-service rate.  
Question: The RFA states that Grantees "must provide and have available at a minimum" all of 

the Core Services. Is there a specific number of training classes that need to be held? 

Answer:  All of the core services must be made available to FAYS clients. In your project work 
plan you will identify how often you will hold Parent Skills Training classes and how caregivers who 

would benefit from participation can be referred/access the classes. There is no minimum or 
maximum amount. Please ensure that core services are available to clients in all counties included in 

your contract. 

Youth Skills Training: 
Youth Skills Training is defined as an evidence-based program curriculum delivered to a 

group of registered youth in a class/training setting for the purposes of improving youth coping skills 
and building resiliency. Classes should address topics like communication, problem-solving, decision 
making, managing peer pressure, coping skills, conflict-resolution, anger management, and other 
youth specific topics such as bullying prevention or online-safety. 

Initial Intake: 
 

Initial intake is a service for first time clients or returning clients reopening a case that has 
been closed for three months (90 days) or longer. An initial intake session is the first session 
scheduled with the client where intake paperwork is completed including the PEI Client Enrollment 
Form, the Pre-Protective Factors Survey (PFS), signing and completing any agency specific 
paperwork, completion of the client/family assessment, development of the Action Plan, and building 
rapport with the youth and/or the family.  

For an initial intake to be billed separate from a family or individual session/counseling, the 
initial intake would need to be at least seventy-five (75) minutes in duration. 

All new youth and returning youth with a case that has been closed for 90 days or more must 
participate in an Initial Intake Session. The sessions may be billed as an Initial Intake Session if it is 
75 minutes in duration or longer. If the session is less than 75 minutes, it can be billed as an 
Individual session or Family session dependent upon who is physically present during the intake: 

Regardless of the length of the session, the following must be completed during an initial intake: 

• Building rapport with the youth and/or family; 
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• PEI Client Enrollment Form 
• Pre-Protective Factors Survey; 
• Development of the Action Plan; 
• Any agency-specific paperwork or assessments  

Question: How do we bill for an intake if it does not last 75 minutes? 

Answer:  It is billed as either an Individual Session or a Family Session – depending on who 
was present during the intake. For example, if only the target youth was present then it would be 

billed as an individual session. 

Question: May we bill more than one initial intake per family? May we bill more than one initial
 intake per family on the same day? 

Answer:  FAYS is designed so that each registered target youth receives their own initial intake. 
Since an initial intake is 75 minutes, Grantees who have conducted more than one initial intake per 

family on the same day (2 intakes would span at least 2 ½ hours) are asked to justify in the case notes 
why that was in the client’s best interest. For example, “family resides in rural area and meeting with 

staff/family is limited due to extensive travel distance.” For staff members who have conducted two 
intakes, but one was 80 minutes, and the second was 37 minutes, you would bill for one initial intake 

and one family session. 

 
Question: What if a PCG enrolls 3 siblings in one initial intake session (75 min total) and 

completes the index child forms – Do we bill for 3 intakes or bill for 1 intake?  When would I bill 
for separate intakes?  Would each youth present at the intake and registered be counted as an 

unduplicated target youth? 

Answer: If you are doing one intake with the entire family at the same time, you would just bill for 
one intake. If you are spending 75 minutes with each youth in a family separately, you can bill for 
three separate intakes.  Each youth present at the intake and registered would be counted as an 

unduplicated target youth. 
 

Emergency Care Services: 
Short-term, temporary emergency care services must be available 24 hours/7 days a week, 

including holidays. Emergency care services are limited to youth aged 10-17 and cannot exceed 
fifteen (15) calendar days in a fiscal year per registered youth. The purpose of emergency care 
services is to reduce child maltreatment and family conflict and should be the last resort after attempts 
to de-escalate the situation, provide crisis intervention techniques, and all kinship/relative placements 
have been explored. Grantees are responsible for delivering family and/or individual 
counseling/sessions a minimum of one time daily for each day the youth is in emergency care. Steps 
in providing Emergency Care Services are as follows:  

• Emergency care services may be provided by emergency shelters, foster homes, or other short-
term care facilities. All facilities that are used to provide short-term shelter care and foster 
homes must be licensed by the Child Care Licensing Division of DFPS. A list of the System 
Agency licensed facilities can be found at:  
http://www.dfps.state.tx.us/Child Care/Search Texas Child Care/ 
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• Placement of a youth in a shelter must always be preceded by an intake and assessment.  

• If emergency care is to be provided by an emergency shelter, a parent or conservator consent 
should be given before the placement occurs, if possible. Emergency shelter placements that 
occur without parent or conservator consent must include a search and clearly documented by 
Grantees attempting to locate parents or conservators. Child Placement Agencies must notify 
the child's parent before placing the child in emergency care services.  

• A contingency plan for providing emergency care must be developed for situations when the 
Grantee may be unable to accept a youth for emergency care services as a result of licensing 
constraints or capacity issues. The Grantee must work with local authorities and/or other 
agencies to locate an appropriate, alternative facility or licensed foster care home through a 
licensed child-placing agency that can house the youth when necessary.  

Additionally, Grantees may subcontract with a licensed facility to provide emergency care services for 
youth. See steps below if emergency care is subcontracted service: 

• Staff of the primary Grantee must arrange face-to-face contact with the youth within twenty-
four (24) hours and will be responsible for developing the FAYS Action Plan.  

• Action Plans for youth in emergency care (whether a subcontracted service or own shelter 
facility) must be reviewed and updated weekly to note progress and determine if they may 
benefit from any additional FAYS services.  

• While in care, the youth must be seen at least one (1) time daily with coordinated services 
provided by the primary Grantee and subcontracted facility staff, if applicable.  

• All services must be documented and maintained in the youth’s case file.  
Question: Our back-up shelter was a local non-profit that has closed its doors. What are our next 

steps? 

Answer:  Contact your Program Specialist to inform them. You will need to identify another 
back-up shelter. When a relationship with a new Grantee has been formalized, you will update your 
project work plan with this information. Train all staff members responsible for manning your Crisis 

Hotline with the updated back-up info. 
Question: How do youth find out about our emergency care services? 

Answer:  In addition to your program’s outreach and referral efforts, youth are referred to 
FAYS Grantees by the Texas Youth Helpline. Texas Youth Helpline staff take calls 24 hours a day, 7 
days a week. Helpline staff assisting callers in need of any FAYS core service give callers the crisis 

helpline number for the FAYS Grantee in their area. 
 

FAYS Express 
For FAYS Express utilization there is a new policy clarification that differs from the guidance initially 
provided in the RFA. It is important that Grantees follow the revised programmatic guidelines. Please 
see below for the current FAYS Express guidelines:  

• FAYS Express provides a single-instance skills training opportunity to youth or caregivers.  
For example, a one-time parenting skills workshop on online safety. 
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a community, Grantees are encouraged to offer this service. If you propose to add an ancillary service, 
contact your Program Specialist for approval.  

Example: If Grantees note that youth and their caregivers frequently need support with accessing 
resources or advocacy with care coordination meetings, ARDS, etc., Grantees may consider Parent 
Advocacy Sessions as an ancillary service.  

Question: Our agency has Basic Needs Acquisition as one of our ancillary services and we 
provided a family with Basic Needs support this month. How do we bill for that in PEIRS? 

Answer:  Great question! You can only bill after the cost has been incurred. When you are ready to 
bill, please follow the following steps: 

• List the total amount being requested for reimbursement on the Basic Needs Acquisition line 
item in the Cost Reimbursement section of the FAYS Purchased Services Expenditure Report 
(Form 2014); 

• Include the expense on the billing support documentation spreadsheet and itemize each 
expense for which reimbursement is requested; 

• Cost reimbursement expenses should be included on the expenditure report for the month the 
cost was incurred; however, reimbursement may be requested any month after the cost has 
been incurred. 

• Documentation of costs incurred, such as receipts, should be maintained in your records and 
made available to PEI upon request.  

NOTE: Grantees must maintain supporting documentation for all costs associated with expenses paid 
through cost reimbursement and the documentation must be presented upon request.  

Question: Our agency does not offer mentoring as an ancillary service and although quite a few of 
our FAYS youth could benefit from mentoring we are not sure that we have the bandwidth to offer 

this service. What are your recommendations? 

Answer: Great question! One of PEI's other free youth-serving programs, Community Youth 
Development (CYD), is available in 21 zip codes in Texas. CYD Grantees offer mentoring, 

youth leadership programs, opportunities to serve on Youth Advisory Councils, a yearly Youth 
Summit and other positive youth development activities to their participants. If you would like 

to know more about the program, or refer a client from your agency, please email: 
 or reach out to your local CYD Grantee 

PEI Provider Directory FY2021. 

Payment for Ancillary Services: 
Grantees may select the ancillary service(s) they wish to offer, understanding they can propose 

a different ancillary service to fit their program capacity, needs of families served and/or gaps in their 
community. Based on market research and considering expenses associated with the service(s), 
Grantees will be responsible for assigning a cost value to the service(s), determine unit of measure 
(cost per session, per family, per youth) and how many units of service will be delivered during the 
fiscal year (twenty-four (24) sessions per year, 200 families served). Grantees will determine the 
yearly expense for delivering each service as proposed and submit an overall budget for providing the 
chosen ancillary service(s).  
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o Verify participant attendance in program activities, either by sign-in sheets or 
attendance rolls including a signature certifying the validity of the information.  

 

All program participants who are eligible and receive services, including Primary Caregivers, 
will be required to be registered in the PEIRS database. Grantees must track all services provided in 
accordance with the Grantee’s Statement of Work and Project Work Plan and using the appropriate 
PEI documentation forms.  
 

Grantees must ensure that all service documentation is complete, accurate, maintained in an 
organized fashion, and made available to PEI staff upon request. Grantees must maintain records in a 
manner which protects the confidentiality of the families being served.  
 

Participant files receiving on-going FAYS services must include:  
• FAYS PEIRS Enrollment Form 
• Action Plan developed with the target youth and/or caregiver 
• Pre-Service & Post- Service Protective Factors Survey 
• Case notes for each instance a service is delivered  
• Sign-in sheet for skills training  
• Program Experience Survey (completed at discharge) 
• Follow-up Program Experience Survey (administered at 90 days after discharge). 

 
All FAYS Forms are available in the “Documents” tab in your FAYS workflow. You may also contact your 
Program Specialist for a copy or assistance with these forms.   
Additional service documentation may include but is not limited to: 
 

• Initial and Ongoing assessment tools 
• Consent for services 
• Release of information  
• Confidentiality statements  
• Agency's program guidelines 
• Service plans 
• Referral source/logs 
• Monthly Service Tracking forms 
• Additional intake or assessment information  
• Resource and Referral information for services outside of the scope of the FAYS 

program  

FAYS Program Forms: 
Here is a list of current forms: 

• PEIRS Enrollment Form:  
o Grantee is required to complete all fields of program forms in their entirety, including 

any social security number fields. If a client refuses to provide their social security 
number, Grantee must document refusal on the Enrollment Form (social security line). 
The expectation is that Grantees make a good faith effort to obtain social security 
numbers and other information listed on the program form. Items with an asterisk on 
program forms are required fields in the database; however, the expectation is that the 
form is completed thoroughly. Primary caregivers must sign program forms giving 
consent for services prior to the provision of services.  

• Pre-Protective & Post-Protective Factors Survey: 
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o These surveys are administered to a youth’s primary caregiver at the start of services 
(the Pre-PFS) and again at the close of services (the Post-PFS), in order to assess 
changes in family protective factors. 

• PEIRS Discharge Information Form: 
o When a participant is no longer receiving services and needs to be discharged this form 

of needs to be completed. It must include: First and last name, assigned staff, 
enrollment discharge date, service end date, discharge reason, and if client met 
program objectives. 

o Note: Since PIERS Expansion there is a difference between the discharge of an index 
child/youth and discharge of an entire family/enrollment. For more information 
regarding the discharge of an index child/youth please see page 47 of the PIERS 
Guidebook. 

• Appropriate "Discharge" Program Experience Survey (completed by Youth and/or 
Primary Caregiver Dependent Upon Age) 

o The Program Experience Survey (PES) is given at discharge and is used to gather 
information and data. Please see “Program Surveys” section for more details. 

• Appropriate "Follow-up" Program Experience Survey (completed by Youth and/or 
Primary Caregiver Dependent Upon Age) 

o This survey is given 90 days after the discharge date. Please see “Program Surveys” 
section for more details.  

• Action Plans (No official PEI form but is a required component and must be updated 
every 30 days) 

o These are plans that are updated frequently, should be viewed as a brief social contract, 
and include the goals and steps the youth and/or caregiver have agreed to work on 
during services. See below for more details on what needs to be included in an Action 
Plan. 

• Case Notes/Sign in sheets (No official PEI forms but is a required documentation 
component) 

o They are used to keep track of the effectiveness of their interventions and plans for 
next steps, document assessments of the participant's situation from meeting to 
meeting; as well as, verifies the sessions for which the Grantee’s bills have been 
delivered and ensures the quality of each service. See below for more details on what 
should be included in case notes.  

 

NOTE: If the above information is unknown or the participant refuses to provide the information, 
“refused” or “unknown” must be entered in the blank. 
 

Action Plans: 
 

Grantees must engage a participant in the development of an Action Plan, once the intake and 
assessment have taken place. The FAYS Action Plan, at a minimum, must:  

• Be family-focused 
• Identify the specific behavioral changes or actions that each participating family 

member has committed to make to address the issues  
• Be written in the language of the participant and in a way that it is easily 

comprehended and clearly understood by the Target Youth or family 
• Document other resources or referrals offered to the participants 
• Be updated with the participant at least every 30-days with progress toward goals 

documented and any new goals/tasks indicated 
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• Be signed by the Target Youth and all participating family members with a copy 
provided to all participants 

• Be maintained in the participant’s case file.  
 

The Elements of an Action Plan must include:  
• Name of the participant;  
• Age of the participant;  
• Parent(s) name;  
• Overall functioning scale;  
• Participant/Family strengths;  
• State the current behavior/presenting concern;  
• Identify main goal;  
• Identify measurable tasks needed to achieve goal;  
• The timeframe to complete task (by ____ date or ____ times a week);  
• Identify who is responsible for completing the tasks/meeting the goal; and  
• Signature for youth and PCG (document in participant file if signature cannot be 

obtained).  
 
Question: One of the parents has very little contact with the Target Youth. How should we address 

this when making an Action Plan? 

Answer:  The Action Plan is designed to be made by the target youth in conjunction with the 
primary caregiver. The Action Plan should have actionable goals for both caregiver and youth 

related to family conflict and resolving family conflict. For example, identifying specific activities to 
repair the relationship between the target youth and parent. 

Question: Both youth and PCG are required on the action plan signatures, but if one of 
them is not able to sign the plan for some reason, does one signature make the action plan update 

valid? 

Answer: Yes, it will be valid. Action Plans should include the signatures of both the youth and 
PCG when at all possible. Staff can document attempts to schedule the family session to engage the 
parent/youth and obtain the required signatures. It is encouraged to update the Action Plans when 

both the youth and PCG are present and available. 

Case Notes: 
Case note information must be complete so anyone reading the charting notes can understand who 

the participant is, what brought them to the FAYS program, what goals were established, what the 
plan is for the youth/family, what interventions were utilized, effectiveness of interventions and what 
referral/follow up will occur. Case notes should include, but are not be limited to, the following 
elements:  

• Service type;  
• Date and duration of service;  
• Participants in the service;  
• Briefly identify topic/problem discussed;  
• Response/communication from the participant; and  
• Identified plan or next steps to address behavior changes.  

 
Question: Are action plans supposed to be done as a family and case notes individually?  
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Answer: Action Plans should be planned and done as a family when at all possible. Case 

Notes can be done based on the session done with the youth/family. For example, if you are 
doing a family session but not updating the action plan in that session, then a case note can be 
completed to document the session. Similarly, if you meet with the youth individually, the case 
note will document that only the youth was present. You can review section 2.11.6 of the RFA 

for more information on Case Notes. 
 

Case Closure/Discharge: 
 

For the case closure, Grantees, at a minimum must:  
• Collect post-service Protective Factors Survey,  
• Administer the Discharge Program Experience Survey; as well as, administer the Follow-

Up Program Experience Survey 90 days after the discharge date. 
• Document closure of the case on the FAYS Client Discharge Form and in the PEIRS 

database within 90 calendar days from the end of the last service.  
• In the participant’s case notes document the following when services are completed:  

- Administration and attempts of surveys completed 
- Completion of discharge form, including any internal forms   
- Referrals made for additional services to other local social service providers 

  
90-Day Program Experience Survey:  

 

Grantees must attempt to contact the program participant to obtain the 90-day Program Experience 
Survey (PES) follow-up within 75 to 105 calendar days after case closure. The attempt may be in person, by 
telephone, or email. Attempts to complete the follow-up 90-day PES must be documented in the case notes 
in the participant’s file, and information recorded in PEIRS database within thirty (30) calendar days. 

Participant Recruitment/Referral, Intake, Discharge and 
Resumption 

 

Participant Recruitment & Referral Process: 
FAYS participants may be self-referred, referred by CPS, a juvenile court, county judges, 

school administrators/counselors, the DFPS Texas Youth Helpline or other social service agencies. 
All FAYS services are voluntary for participants. Participants must not be court-ordered or mandated 
to receive services. Grantees are expected to document referral sources for each FAYS client. 
Grantees must:  

• Track the primary means of recruitment of new participants, including the names of the 
referring agencies.  

• Track families/youth referred to the Grantee for services, including the origin of the 
referral, whether services were provided and/or if subsequent referrals were made to 
another social service provider. Efforts must be made by the Grantee to ensure that 
families and youth are not denied or delayed services due to a waitlist.  

• Have referral policies and processes in place that provide alternative service options 
either through the Grantee or through other community resources when the contract is 
at capacity.  
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Question: If a participant who is referred to our program is identified as having mental health 
needs that exceed the capacity of our staff, how should we proceed? 

Answer:  This is an excellent question. In your Project Work Plan, your agency should 
identify alternative community service providers whom participants can be referred to.  

 
Intake Process:  
 

Grantees’ intake process must ensure that the issues presented by the potential participant are 
appropriate for the FAYS program. Grantees must:  
 

• Complete the FAYS Enrollment Form and enter data fields on the form into the PEIRS 
database.  

• Be responsible for obtaining the Pre-Service Protective Factors Survey from the family 
and entering the data into the PEIRS database.  

• Have a process for intake and assessment of youth/family need(s) for services and this 
intake must be documented in each participant's case file.  

 
Question: One of the core services of FAYS is an Initial Intake. Is this section providing us a 

different set of instructions? 

Answer: Great question! There are two ways that participants can receive FAYS services through 
participation in the full FAYS program or for FAYS Express. Clients being enrolled in the FAYS 

program receive an Initial Intake. FAYS Express clients only complete the PEIRS Enrollment form 
as part of the intake process. 

Resumption of a Client:  
If a target youth or their family is not receiving a regular service from the FAYS program, 

attempts should be made to contact the client and schedule a service. All PEI programs should be 
following the 90-Day Rule: if a service is not provided in ninety (90) calendar days, the Grantee 
should close the case as of the last date of service and discharge them from PEIRS.  

Should the client return and request services within ninety (90) calendar days of the date of 
closure, it is not necessary to complete the entire intake process or bill for an initial intake service. If 
they return within the next 30 days (120 days since their last service) a Provider Fixer, Provider 
Administrator, or PEI Staff can use the Undo Discharge function to reactivate the old registration, 
rather than re-registering them. 

All former participants whose PEIRS registration has been closed should develop a new 
Action Plan, review their FAYS Enrollment Form to ensure information is still current, and complete 
any additional resumption paperwork deemed necessary by PEI or the Grantee during their 
resumption appointment. 

Question: If we provided a service to the index youth on March 1st but then met with primary 
caregiver on March 10th which would we consider the last date of service? 

Answer: Since the primary caregiver is associated with the index youth in PEIRS, March 10th 
would be the last date of service. You can proceed forward with the discharge if you know the 
family no longer wants or necessitates services (i.e. They met their goals). However, if you are 

unsure you do not have to discharge until the 90 days with no service provision has passed. 
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Question: If we have been working with an index youth and their primary caregiver for several 
months and they have met all their action plan goals and had their last session on November 15th - 

when do we discharge the registration? 

Answer:  You can discharge the registration at any time. You do not need to wait 90 days. In 
fact, PEI recommends you discharge the participant without waiting unless you or other staff 

members believe the participant may return for services. 

Question: What if you have two siblings under one enrollment, and sibling A is done with services, 
but sibling B is continuing with services? 

Answer: Then it will be essential that only sibling A is discharged and not the enrollment. Use the 
following steps to ensure only one sibling is discharged:  

• Go to the Enrollments Tab under your workflow and select Active Enrollments. Then, 
select the youth that is being discharged by clicking the Edit button (Not the Discharge 
option). NOTE: If the Discharge button is clicked, it will discharge the entire 
enrollment, which means that all youth (siblings) under this enrollment will be closed.  

• After selecting the edit button, it will take you to the Enrollment Person Detail page and 
have a breakdown of all the Index/Child Youth Information. For each child you will see on 
the right side two options: Discharge Index Child and Delete Index Child. Click Discharge 
Index Child to discharge the youth.  

 

• Fill out the index child/youth’s discharge date in the pop-up window and click save. This 
youth has now been discharged, and the enrollment remains active for sibling(s) that are 
still receiving services. NOTE: The date of discharge should be on the last date of 
service entered into PEIRS. 

 

Prevention Framework & Protective Factors 
 

Child Maltreatment Prevention Framework: 
The U.S. Department of Health and Human Services Administration on Children, Youth and 

Families identified a public health framework for the child maltreatment provision. The Framework 
for Prevention of Child Maltreatment consists of 3 levels of service provision: Primary, Secondary 
and Tertiary. 

• Primary prevention: consists of activities that aim to stop maltreatment before it occurs. 
Primary programming is directed at the general population. 

• Secondary prevention: consists of activities for high-risk populations (in which one or more 
risk factors associated with child maltreatment is present). Programming is directed towards 
communities that have a high incidence of any or all risk factors. 

• Tertiary prevention: consists of services provided to families in which maltreatment has 
already occurred (indicated). The goal is to reduce the impact of the consequences of maltreat 
and prevent its reoccurrence. Programming is targeted to families in this category.  

For more information on the Prevention framework, or to reference the information outlined above 
please visit: https://www.childwelfare.gov/topics/preventing/overview/framework  
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Additionally, the Program Specialist reviews Output and Outcome data reports as well as 
monthly and/or quarterly programmatic reports. The Program Specialist identifies any training and 
technical assistance opportunities through an annual planning process and a review of quarterly reports. 
Grantees can request training and technical assistance or PEI staff initiate assistance. 

Training and technical assistance opportunities include the following, but are not limited to: 

• Training on Contract Outputs, Outcomes, and Reports 
• Billing Processing Assistance 
• Client Service Delivery; including Onsite Observations 
• PEIRS Data Entry Assistance 
• Contracting Deliverables and Submissions Procedures 
• Monitoring Subgrantees  
• Internal Controls Policies and Procedures 
• Continuous Quality Improvement 
• Programmatic Implementation 
• Evidence-Based Programs 
• Budgeting 
• Forms and Surveys 

 

The Contract Manager and Program Specialist work closely with Grantees as partners to enhance the 
delivery of quality services in their local community.  
 

Performance Management: Letters of Concern and Corrective Action Plans: 
PEI has developed internal policies and procedures to structure improved contract compliance and 

contract violations outside of the formal Contract Monitoring process. Upon identification of contractual 
non-compliance, PEI staff meet internally with members of leadership to determine root cause, actions 
taken to-date such as follow-up communications with Grantee, training & technical assistance, and site 
visits. Follow-through actions include issuing a Letter of Concern or implementation of a Corrective Action 
Plan.  

Letter of Concern (LOC): 
 A Letter of Concern (LOC) is a tool to assist Grantees in meeting contract requirements. A LOC 
serves as a formal notification of an observed deviation from contract performance, Project Work Plan 
or other requirements. A LOC may be issued in the following circumstances: 

• Outputs are not met for two (2) consecutive months. 
• A core program (as determined by DFPS) component is not delivered for one (1) quarter. 
• Identified reoccurring or ongoing issues that impact program performance for two (2) months. 
• Required data is late, incomplete or missing in PEIRS for two (2) consecutive months. 
• Monthly billing is late, incomplete or missing for two (2) consecutive months. 

If there are still observed deviations three months after issuance of a LOC, PEI may then begin a 
Corrective Action Plan (CAP).   

Corrective Action Plans (CAPs): 
 

 DFPS will provide Grantees with a CAP that identifies areas of noncompliance, poor 
performance, or other deficiencies. Grantee must respond in writing within the timeframes required in 





36 | P a g e  
 

 
NOTE: Your programmatic point of contact will be sent Quarterly and Annual Report Templates via 
email to complete and submit. Submission instructions are included in the email. Structured feedback 
will be provided by your Program Specialist via email and a deadline for response will be given. 
Reports, feedback, and feedback responses will be uploaded into PEIRS under the ‘Documents’ tab in 
your FAYS Workflow for record keeping purposes. 
 

FAYS Program Surveys 
PEI utilizes two surveys to evaluate the FAYS program: The Protective Factors Survey (PFS) and the 

Program Experience Survey (PES). Both surveys are tied to specific contract performance measures. 
• Protective Factors Survey: Output 3 & Outcome 1 
• Program Experience Survey: Outcome 3 

 
Grantees are required to follow PEI’s general guidelines when administering each tool with 

participants. However, there is some flexibility in training staff and collecting surveys. For example, some 
Grantees administer follow-up surveys electronically. Grantees describe their agency's processes in their 
Project Work Plan.  
 
Pre-Service and Post-Service Protective Factors Surveys (PFS):  
 

Protective Factors Survey (PFS) is a survey given to primary caregivers. The survey is 
administered to a youth/family’s primary caregiver at the start of services (the Pre-PFS) and again at 
the close of services (the Post-PFS), in order to assess changes in family protective factors. The PFS 
consists of 20 questions which measure the five protective factors (Family Functioning/Resiliency, 
Social Support, Concrete Support, Nurturing and Attachment and Knowledge of Parenting/Child 
Development). 
All FAYS Grantees must administer the Protective Factors Survey (PFS) to FAYS participants. The 
PFS is administered twice: once at the start of services (during intake) and again at the close of 
services (discharge). Only one Pre and Post PFS is required per enrolled family (not per index 
child/youth).   
 

• Example: Four siblings are enrolled in FAYS services. One Pre-PFS is administered to the 
primary caregiver at Initial Intake. Two siblings are discharged in December and two siblings 
are continuing with services in January. The Post PFS is administered when the last sibling 
(the entire family) is discharged.  
 

Program Experience Survey: 
The Program Experience Survey (PES) is given at discharge and again 90 days later (at 

follow-up). The PES is administered to either the youth or the primary caregiver based upon the 
child’s age at discharge. Youth ages 10 and up should be given the survey. For children ages 0-9 years 
old, the primary caregiver should be given the survey.  

The table below outlines the PFS and PES surveys. The middle column clarifies who 
completes it and the right-hand column clarifies when to administer it. Please reference the important 
administration notes under the table. 
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financial field, in which case said person must have a minimum of seven (7) years of 
accounting experience; and  

• This staff position must obtain a minimum of twenty-four (24) hours of job-related training 
which can include the cultural competency and new employee orientation trainings. 

 
Program Director: 

The Program Director will be the primary program contact and will be responsible for 
program oversight. The Program Director at a minimum, must meet the following 
qualifications:  

• Bachelor's degree in a Human Services field and a minimum of five (5) years of work 
experience in human services;  

• Experience may be substituted for education on a year for year basis if the person 
holding the position of Program Director does not have a Bachelor's Degree in a 
human services field, in which case said person must have a minimum of seven (7) 
years of human services experience; and  

• If licensed, this staff position must meet the training requirements to obtain the CEUs needed 
to maintain their license. 
 

Minimum Staff Training Requirements: 
Grantee will be responsible for staff training. Requirements for staff training, at a minimum, include:  

• Grantee will be responsible for developing and managing a staff training plan that addresses 
the appropriate level of training for its direct service, administrative staff, and volunteers; as 
well as, Subgrantee staff (if applicable) that will ensure the delivery of a quality FAYS 
program.  

o Suggested training that could be designed in the staff training plan might include, but 
is not limited to:  
 Crisis intervention, trauma-informed care, addressing mental health in youth 

and adults, cultural competency and evidence-based or promising practice 
program training.  

• Grantees are encouraged to consider staff training and opportunities for professional 
development in their proposed fee for service rates for the core FAYS services. Grantees 
should plan for additional conferences, other than the annual Partners in Prevention 
Conference; as well as, the purchase of new program and training curriculum for their youth 
and parenting classes.  

• All training must be documented in the personnel files. Training plan and documentation 
should be maintained on-site for monitoring purposes.  

 

Billing and Payment 
Billing and Payment 

Grantees are required to submit requests for reimbursement on a monthly basis.  Expenditure 
documentation must be submitted to DFPS no later than 30 calendar days after the last day of the 
month of service provision or as required in their contract. Any bill submitted to DFPS later than 2 
years after the due date may not be processed for payment. 
 

When requesting reimbursement, PEI Grantees submit the following:  
• DFPS Purchase Voucher Form 4116; 
• Billing spreadsheet reflecting the actual expenses for any specific month 
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• DFPS Budget Form 2030 (cost reimbursement contracts) or Expenditure Report (fee-
for-service Grantees). 

Contract management and oversight staff may request additional information for monthly 
billing documentation. 

TASK 1: GRANTEE SUBMITS BILL PAYMENT REQUEST (or INVOICE) 

• How to complete: 
o The Grantee submits monthly expenses through PEIRS and the contract staff facilitate 

approvals or rejections, see tasks 3-5. 
o  Timeframe 

 No later than no later than 30 calendar days after the last day of the month of 
service provision or as required in their contract. 
 

TASK 2: CONTRACT TECHNICIAN RECEIVES AND REVIEWS BILL PAYMENT 
REQUEST 

• How to complete: 
o Bill payment request arrives in PEIRS. 

 The Contract Technician reviews bill payment requests 
 The Contract Technician discusses proposed budget transfers and any 

questionable amounts with Contract Manager and Program Specialist, as 
needed. 

o Timeframe:  
 The Contract Technician reviews and approves or rejects bill payment requests 

in PEIRS. 
 Approval or rejection must occur no later than three (3) business days from 

receiving a bill payment request. 
 

NOTE: Grantees receive an automated confirmation of submission through PEIRS.  
 
TASK 3: BILL PAYMENT REQUEST APPROVAL 

• How to complete:  
o After the decision to approve occurs, the Contract Technician processes budget 

adjustments directly in IMPACT, as necessary. The Contract Technician approves the 
bill payment request in PEIRS. 
 PEIRS auto generates the bill payment request in IMPACT to enable the review 

of second approver (the Contract Manager). 
o Generation of Bill Payment Requests: 

 For contracts in PEIRS, PEIRS generates the bill payment requests.  
 

NOTE: Processing happens overnight in daily DFPS batch processing. 
 

TASK 4: BILL PAYMENT REJECTION  

• How to Complete: 
 When a bill payment request is rejected, an email goes to the Grantee and 

assigned Contract Manager.  
o Timeframe: 

 Process in IMPACT, no later than one (1) business day after issues resolved 
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 If not approved:  
• Send the bill payment request to Grantee within a three (3)-business day 

turnaround; or  
• Send to second (2nd) approver for two (2)-business day turnaround after 

the processing of the budget adjustment. 
 

TASK 5: IMPACT BILL PAYMENT REQUEST REVIEW AND APPROVAL 

• How to Complete: 
o After generation of bill payment requests in IMPACT (through overnight batching, see 

tasks 3 and 4):  
 The Contract Technician notifies the Contract Manager of the IMPACT bill 

payment request; and 
 The Contract Manager reviews the billing documentation and approves the bill 

payment request in IMPACT. 
o Timeframe: 

 The Contract Manager approves the bill payment request ASAP and no later 
than two (2) business days 

 IMPACT sends the request automatically to the Office of the Comptroller. 
 

TASK 6: GRANTEE RECEIVES REIMBURSEMENT 

• How to Complete: 
o Receive via direct deposit 

• Timeframe: 
o State Comptroller processes the payments using direct deposit 

 Post within three (3) days of IMPACT approval. 
 

TASK 7: PEI TRACKING 

• How to Complete: 
o The Contract Technician follows-up to ensure payment processing 

• Timeframe: 
o Follow up no later than 10 business days after the Contract Manager approves bill 

payment requests: 
 The Contract Technician manually tracks all IMPACT bill payment requests in 

PEI Invoice Log until paid 
 The Contract Technician submits a trouble ticket for any submitted and unpaid 

IMPACT bill payment requests after 10 business days;  
 PEI budget staff track all items submitted directly to Accounts Payable; and 
 The Contract Manager notifies the Grantee, if unpaid after 10 business days.  
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Addendum I: Entering FAYS Events Into PEIRS 
The Events section of the database will help with your reporting and records retention if you 

are asked to report Outreach efforts, UCAP events and the Toll-Free Crisis Hotline. You may also use 
this feature if your agency would like to utilize this feature for your own administrative needs. 

NOTE: In regard to your Toll-Free Crisis Hotline, your agency is required to retain your own records 
offsite. The PEIRS database can be used to compliment those Hotline records. 

Program Outreach: An informational session geared toward prospective clients designed to increase 
enrollment in the workflow. Examples would include booths at back to school nights, presentations at 
community events, informational sessions at places of worship, etc. 

• In the database click on Events  
• Click the blue Add button 
• Choose "Outreach Programs"   
• Enter in Date of Event  
• Enter Best Estimate of Attendees (or number on a sign-in sheet if available)  
• Do not Enter Number of clients (as this is not an event where clients attended to 

receive a service) 
• In Comments List: Hosted/Outreach Awareness/Name of Committee/County(ies) that 

were targeted 
o Ex: Attended/Outreach Awareness/Teen Mental Health Task Force/Travis 

Williamson Counties 
 

UCAP: Events and activities that seek to raise the awareness of the general public, service providers, 
and decision-makers about the scope and problems associated with child maltreatment. Includes 
public service announcements that encourage positive parenting, programs and support groups that 
focus on child development, family strengthening programs that provide resources to support positive 
interactions among family members. 

• In the database click on Events:  
• Click the blue Add button 
• Choose "UCAP"   
• Enter in Date of Event  
• Enter Best Estimate of Attendees  
• Enter Number of clients (if current clients attended) 
• In Comments List: Hosted/Type of Activity/Name of Activity/County(ies) that were 

targeted 
o Ex: Hosted/Educational Presentation/Water Safety with Colin's Hope/Bexar 

County 
 

Toll-free Crisis Hotline Calls:  
• In the database click on Events:  
• Click the blue Add button 
• Choose "UCAP"   
• Enter in Date of Event  
• In Comments List: County Location of Caller/Time/Date 

o Ex: Johnson County/200am/Jan.15.2018 
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Addendum II: PEIRS Data Entry Guide 
In this section you will see more detailed instructions on how to enter data for the services 

provided to participants, caregivers and other family members. Please see page 37-38 for list of 
services and terms.  

Data Entry Instructions for Participant Services: 
 

Enter the total number of each type of FAYS service received by an enrollment in the month in the 
“Total Service Units” (A) line on the “Service Enrollment Activity” page. In the Participants section, 
enter the total number of each type of service provided to each individual in the month (B).  

Example: In the month of March, the following services were provided to a family: 

• 1 intake with the Primary Caregiver and the Index Child/Youth 
• 1 family session with the Primary Caregiver and the Index Child/Youth 
• 3 family sessions with the Primary Caregiver, Secondary Caregiver, and Index Child/Youth 
• 1 individual session with the Index Child/Youth 

March data entry for this enrollment should be: 

Total Service Units: 1 Intake Assessment (C), 4 Family Based Curriculum (D), 1 Curriculum Based 
Life Skills Training (E)  

Primary Caregiver: 1 Intake Assessment (F), 4 Family Based Curriculum (G) 

Secondary Caregiver: 3 Family Based Curriculum (H) 

Index Child/Youth: 1 Intake Assessment (I), 4 Family Based Curriculum (J), 1 Curriculum Based 
Life Skills Training (K)  

NOTE: See corresponding letters A-K in the PEIRS image on the next page.  
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