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H14-031 - Procedure
May 27, 2014
	TO: 
	Home and Community Services (HCS) Division Regional Administrators

Area Agency on Aging (AAA) Directors 

	FROM:
	Bea Rector, Director, Home and Community Services Division

	SUBJECT: 
	Individual Provider (IP) Contract Requirements – Verification of Hours Billed

	Purpose:
	To inform field staff of the upcoming review of service verification records (also known as timesheets) for Individual Providers.

	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.  A similar audit finding was made in 2011.  As a result, the HCS Quality Assurance Unit has audited individual provider timesheets on an annual basis since the 2010-2011 audit cycle. 
IP contracts require that Individual Providers keep a record of the date/time that in-home services are provided to ALTSA clients.  All IPs contracted through the AAA/HCS, serving ALTSA clients, must use DSHS Form #15-051, “Individual Provider Timesheet” (see links below).  

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 and/or Contractors’ upon request. 


	What’s new, changed, or

Clarified

 
	In August the HCS Quality Assurance Unit will be reviewing IP timesheets.  In preparation for this review, HCS HQ staff will be sending letters to a randomly selected sample of IPs beginning in July, 2014, requesting copies of their May 2014 timesheets be sent to HCS Headquarters.  IPs will be given 2 weeks to respond.

	ACTION:
	HCS HQ staff will:  

1. Randomly select a statistically valid sample of HCS IPs that provided personal care two months prior to the sample selection.

2.  Enter the names of the IPs into the Service Verification Database.

3.  Mail letters to the IPs requesting that copies of their timesheets be submitted to HQ for all clients served in a specific month.

4.  Provide the list of IPs who will be receiving the letters to the regional/AAA contact person.
5.  Send a postcard to IPs who have not submitted timesheets two weeks after the initial letter reminding them to submit their documents by the due date.

6.  Receive copies of timesheets from IPs, scan them, and save them in the Service Verification Database.

7.  Compare timesheets to SSPS billing to ensure that services billed are consistent with the documentation submitted.

8.  Enter the results of the review into the database and note any inconsistencies that require regional follow-up.

10. Send the list of IPs who did not submit timesheets to the regional contact person.

11. Send a letter to IPs who have not complied with the request outlining the timesheet requirement and actions that may result from future noncompliance (i.e. overpayments or contract termination).  This letter will be sent after the regional/AAA staff notifies HQ that service hours were verified by the client or their representative.
Regional/AAA field staff will:

1.Mail any timesheets that inadvertently get mailed or delivered  to your      office to HCS HQ, attention Linda Gardino at the address below:
AAAs or HCS offices that do not have  campus mail:

Home & Community Services Division

Attn: Linda Gardino

PO Box 45600 

Olympia, WA  98504-5600

HCS Campus Mail:

Linda Gardino

MS 45600 

2.  Follow up on inconsistencies discovered during the QA review and document findings.
3.  Contact the client or representative to confirm delivery of service hours for IPs who did not submit timesheets.

4.  Document service hour verification in the Service Episode Record (SER) and in the EXCEL spreadsheet provided by HQ.

5.  Process an overpayment for an IP who:

     a) Did not submit a timesheet and the client or representative did not verify the amount of service hours claimed by the IP; or
      b)  Submitted a timesheet, the hours claimed exceeded the hours listed on the timesheet, and the service hours claimed cannot be verified.

6.  Flag the outside of the IP’s contract file for IPs who did not submit timesheets, but service hours were verified by the client or their representative.  Use a label entitled “Timesheet Noncompliant”.  Tracking this information allows staff to identify repeat instances of non-compliance to help determine if termination of the IP contract is necessary.
7.  Request termination of IP contracts for default for IPs who did not submit timesheets and the client or their representative did not verify that the hours billed were actually received.

	Related 
REFERENCES:


	H09-011 - State Auditor’s Office Audit Findings – Statutory Mandate to Review Timesheets
Most recent findings – SAO Audits



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  



	CONTACT(S):
	Stacy Graff, IP Program Manager
(360) 725-2533
Stacy.Graff @dshs.wa.gov 
Laura Holloway, QA Unit Manager
(360) 725-2604
Laura.Holloway@dshs.wa.gov
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