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H10- 008 – Procedure
January 27, 2010 
	TO: 
	Area Agency on Aging (AAA) Directors
Division of Developmental Disabilities (DDD) Regional Administrators

	FROM:
	Bill Moss, Director, Home and Community Services Division

Linda Rolfe, Director, Division of Developmental Disabilities

Kathy Marshall, Director, Management Services Division

	SUBJECT: 
	Electronic Timekeeping Requirement for Homecare Agencies 

	Purpose:
	To provide information on the requirement for homecare agencies to use electronic timekeeping beginning July 1, 2010

	Background:
	As part of changes necessary to achieve savings in the 2009-11 operating budget, the State Legislature passed Substitute House Bill (SHB) 2361 in the 2009 session.  

	What’s new, changed, or

Clarified

 
	As a result of SHB 2361, beginning July 1, 2010, ADSA will no longer pay homecare agencies for in-home, Medicaid-funded personal care or DDD respite services if the homecare agency does not utilize a method of electronic timekeeping.  Electronic timekeeping must be a verifiable method of recording the homecare worker’s time at the start and end of each client visit.  Homecare agencies will no longer be required to have a paper timesheet for all caregivers.  For clients receiving personal care services, a task sheet indicating which ADLs/IADLs are completed during a client visit is still required.  For clients receiving DDD respite services, a home visit sheet is still required.  The task sheet or home visit sheet must be initialed by the client or their representative at the end of every visit for verification of personal care tasks completed or respite services provided.  
Homecare agencies need to develop policies and procedures related to the implementation of electronic timekeeping.  Such policies and procedures shall include, but not be limited to:
· Alternate plan for timekeeping when the client has no phone;
· Alternate plan for timekeeping when call-in system is not operational;
· Alternate plan for timekeeping when phone lines are not working;
· Alternate plan for timekeeping when the visit does not start/end at the client’s home;
· Non-compliance from homecare workers;
· Notification to the client on use of electronic timekeeping;
· Complaints and resolutions.
By July 1, 2010, homecare agencies must have policies, procedures and an electronic timekeeping method in place and operating.  

	ACTION:
	Area Agencies on Aging and ADSA (DDD and HCS HQ) will monitor homecare agency electronic timekeeping policies and procedures as part of annual monitoring.   
Beginning with the July 2010 billings, Area Agencies on Aging and ADSA will monitor to ensure billings submitted have electronic timesheets as back-up documentation.  Any hours billed that do not have electronic timesheet verification, or are not compliant with approved policies and procedures, will be subject to corrective action and overpayment.

	Related 
REFERENCES:
	SHB 2361

	ATTACHMENT(S):   
	None

	CONTACT(S):
	Brent Apt, State Unit on Aging

(360) 725-2560

AptBR2@dshs.wa.gov
Debbie Johnson, Division of Developmental Disabilities

(360) 725-3525

JohnsDA2@dshs.wa.gov
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