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H11-049 – Information
August 15, 2011
	TO: 
	Home and Community Services (HCS) Division Regional Administrators

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

	SUBJECT: 
	Individual Provider (IP) Contract Requirements – Timesheets

	Purpose:
	To provide information to field staff about a social service insert being mailed to all Individual Providers of personal care services and DDD respite care.

	Background:
	In 2010, the State Auditor’s Office (SAO) audited ADSA’s personal care program and found weaknesses in controls intended to ensure payments are allowable and supported. 
IP contracts require that Individual Providers keep a record of the date/time that in-home services are provided to ADSA clients.  All IPs contracted through the AAAs/HCS or DDD, serving ADSA clients, must use DSHS Form #15-051, “Individual Provider Time Sheet”.  The IP must:

1. Complete the timesheet monthly; 
2. Sign the timesheet; 

3. Have the client and/or legal representative sign the timesheet;
4. Provide a copy of the signed timesheet to the client;
5. Keep a copy for his/her own record; and

6. Provide a copy to DSHS upon request.  


	What’s new, changed, or

Clarified

 
	In August 2011, an insert will be included with the SSPS invoice for all ADSA Individual Providers delivering personal care services.  The insert will remind IPs of this timesheet requirement and will inform them that randomly-selected IPs will, as part of the auditing process, be asked to mail copies of timesheets to ADSA Headquarters.    


	ACTION:
	No action necessary by field staff at this time.

	Related 
REFERENCES:


	H09-011 - State Auditor’s Office Audit Findings – Statutory Mandate to Review Timesheets

	ATTACHMENT(S):   


	Individual Provider Time Sheet (# 15-051):       
Intranet:   http://asd.dshs.wa.gov/FormsMan/FormPicker.aspx 

Internet:   http://www.dshs.wa.gov/msa/forms/eforms.html  

Social Service Insert:
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	CONTACT(S):
	Sue McDonough, HCS Program Manager

(360) 725-2533

Susan.McDonough@dshs.wa.gov 
Debbie Roberts, DDD Program Manager
(360) 725-3525
Debbie.Roberts@dshs.wa.gov


	
	


2

_1373694969.pdf
Individual Providers for Personal Care and DDD Respite
Care Services

This is a reminder! Your DSHS contract requires that you:
» Complete a monthly timesheet that is signed by both you and your
employer;
» Keep copies of your signed time sheets
» Give a copy of your signed timesheet to your employer
» Send a copy of your signed timesheet to DSHS when the
Department asks for it.

These requirements apply to all Individual Providers (IPs) including parents
and family members.

In the future you may receive a letter from DSHS asking you to send in copies
of your signed timesheets. If you do not send copies of the signed timesheets
you may be asked to pay back wages you claimed and/or your contract may
be terminated.

All individual providers contracted through Home and Community Services
Division, Area Agencies on Aging and the Division of Developmental
Disabilities must now use DSHS form #15-051 “Individual Provider Time
Sheet” to record the personal care hours worked for these clients. You can
get this form #15-051 online at:
http://www.dshs.wa.gov/msa/forms/eforms.html or from your employer’'s case
manager. DDD IPs, please discontinue the use of form #10-104A
(Service Verification/Attendance Record).

Providers contracted through AccentCare or Public Partnerships, LLC (PPL)
should use the timesheet provided by PPL or Accent Care when working with
these clients.






