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H04-087 – Policy/Procedure
October 20, 2004
	TO: 
	DDD Regional Administrators

DDD Regional Business Managers

Area Agency on Aging Directors

	FROM:
	Penny Black, Director, Home and Community Services Division

Kathy Marshall, Director, Management Services Division

Linda Rolfe, Director, Division of Developmental Disabilities

	SUBJECT: 
	BILLING AND PAYMENT PROCEDURES FOR DDD AGENCY WORKERS’ HEALTH INSURANCE AND CAREGIVER TRAINING

	Purpose:
	To notify staff of changes in the way Home Care Agencies’ (HCAs) caregiver training and agency workers’ health insurance costs are billed and how these billings are processed.

	Background:
	In the past, DDD agency workers’ health insurance and caregiver training expenditures had been accounted for inconsistently.

	What’s new, changed, or

Clarified

 
	· New forms have been created for HCAs for billing their agency workers’ health insurance and caregiver training expenditures.  These forms will ensure consistency in reporting and that all necessary information is included.

· A new form has been created for use by DDD regional staff for allocating agency workers’ health insurance costs between the Health Services Account (HSA) and the General Fund (GF).

· Allocation between funding sources will be done through the cost allocation system.

· New account coding has been set up and is reflected on the attached A19s.

	ACTION:
	 Regional DDD & AAA Staff:
Send the following files to all of your contracted home care agencies:

· HCA Agency Workers Health Insurance Billing Instructions

· HCA Agency Workers Health Insurance Allocation Worksheet

· HCA Caregiver Training Billing Instructions

· HCA Caregiver Training Allocation Worksheets

HCAs must use these new forms with their next billings.  If billings are submitted using the old forms, please contact the HCA and have them resubmit using the new forms.

AAA Staff:

Revised billing forms for agency workers’ health insurance and caregiver training are available for download on the ADSA website.
Regional DDD Staff:

Effective immediately, all agency workers’ health insurance and caregiver training billings must be processed using the attached instructions and forms:

· Region Agency Workers Health Insurance Payment Instructions

· Region Agency Workers Health Insurance A19

· Region Caregiver Training Payment Instructions

· Region Caregiver Training A19

	Related 
REFERENCES:
	MB HCS 03-78 BHP & Private Market Equivalent Changes for 2004
MB HCS 03-22 Health Insurance for Home Care Agency Workers

	ATTACHMENT(S):   
	H04-087A1 HCA Agency Workers Health Insurance Billing Instructions
H04-087A2 HCA Agency Workers Health Insurance Allocation Worksheet
H04-087A3 HCA Caregiver Training Billing Instructions
H04-087A4 HCA Caregiver Training Allocation Worksheets
H04-087A5 Region Agency Workers Health Insurance Payment Instructions
H04-087A6 Region Agency Workers Health Insurance A19
H04-087A7 Region Caregiver Training Payment Instructions
H04-087A8 Region Caregiver Training A19

	CONTACT(S):
	David McDonald, Financial Analyst, at (360) 725-2389 or mcdonde@dshs.wa.gov


























