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H15-081 - Policy and Procedure
November 24, 2015
	TO: 
	Home and Community Services (HCS) Division Regional Administrators 
Area Agency on Aging (AAA) Directors
Developmental Disabilities Administration (DDA) Regional Administrators


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

Don Clintsman, Deputy Assistant Secretary, Developmental Disabilities Administration


	SUBJECT: 
	Implementation of weekly care plans 

	Purpose:
	To provide policy and procedure information to CM/SSS/CRMs about:

1. The Department’s change to the definition of a client’s care plan, and implementation of a weekly care plan 
2. Notices being sent to clients, Individual Providers (IPs), and agency providers



	Background:
	Early in 2016, the Department will be adopting new rules and procedures related to the utilization, authorization, and payment for overtime to IPs. 
The Department is changing the client’s care plan or “plan of care” from a monthly plan, to a weekly plan. 

	What’s new, changed, or

Clarified:
	Weekly Care Plan

In-home care hours generated by the CARE assessment tool will be converted from monthly hours to weekly hours. The department will continue to assign a base number of hours to each classification group as described in WAC 388-106-0125 and adjust base hours according to 388-106-0130. Once base hours and any adjustments have been determined, CARE will convert the monthly benefit to a weekly benefit. The calculation is based on the monthly hour amount (x) divided by 29 days, and multiplied by 7 days. 
We currently do not have functionality to authorize payment based on a weekly amount, so the monthly hour totals must continue to be authorized in CARE for claims and payment in ProviderOne and Individual ProviderOne. 
Beginning January 1, 2016, clients may not use more than their weekly hours in a single work week. The weekly Plan of Care is based on a work week that begins Sundays at 12:00am and ends the following Saturday at 11:59pm.
Since some months have 31 days, some have 30 days, and February has 29 days in 2016, clients will have to carefully manage their assignment, and IPs their use, of hours. If the maximum hours each week are assigned and used, the client will run out of hours before the end of the month. 

In addition, sometimes a work week will span two different months. For example, one work week will include February 28 and 29 and March 1, 2, 3, 4 and 5. When this happens, clients and IPs will need to make sure they do not use more than the maximum weekly hours during that week. They will also need to make sure they do not use more than the total monthly authorized hours for either month. 
Since monthly hours will still need to be used for the authorization, maximum weekly hours and total monthly hours will display in CARE and on the client’s CARE Service Summary. This will assist the CM/SSS/CRM when creating authorizations, and will assist clients and IPs to manage within maximum weekly and total monthly hours. 
The Care Plan screen, tabs in CARE, and all CARE forms will be updated to reflect this change. A separate CARE Change MB will be released in December documenting details CARE Release Notes

Notices

Client Letter
Letters are being mailed to clients who receive:

1. Personal care through MPC, 

2. Personal care and/or skills acquisition training through CFC, 
3. Personal care through New Freedom,
4. Adults receiving personal care in addition to  Private Duty Nursing (PDN), or

5. Children receiving personal care in addition to the Medically Intensive Children’s Program (MICP)
The letters will notify clients of the change to a weekly care plan and will indicate the current number of monthly hours generated by CARE, including any approved personal care ETRs.  The letters will also tell the client what their new maximum weekly hours will be.  

The letter also serves as an amendment to the client’s Plan of Care. The change from a monthly to a weekly Plan of Care does not create any appeal rights because it applies to all persons receiving in-home services and it will not reduce the number of monthly hours clients are eligible to receive.
The letter will be mailed to clients the week of December 1st informing them of their current monthly hours (including ETR) as of November 18th, and what their new maximum weekly care plan hours will be as of January 1, 2016.  Over 65,000 letters will be mailed using an automated process.
What about clients enrolled in PDN/MICP?

Clients enrolled in PDN or MICP who also have personal care will have a weekly care plan implemented for their personal care hours. PDN/MICP nursing hours will not be calculated based on a weekly plan. PDN/MICP clients will have letters mailed directly from HQ, not through the automated process noted above. 
IP Letter
Letters are being mailed to IPs if they provide personal care and/or skills acquisition training to client(s) of ALTSA and/or DDA. If an IP works for more than one client the IP will receive a letter for each client they work for. The letter will indicate the client’s monthly hours, the client’s maximum weekly Plan of Care hours, and it will inform the IP that the notice serves as an amendment to the client’s Plan of Care. An IP’s contract requires the IP to follow the client’s Plan of Care. 
Home Care Agency Notification
Home Care Agencies will receive a notification letter from HQ with an attached list of the clients they serve and data similar to what the IPs received. Clients served by agencies will also have a weekly care plan.  Agencies will have the same responsibility to assign workers based on a client’s maximum weekly care plan hours and total authorized monthly hours. 

	ACTION:
	Exception Lists

Each office will receive a list of clients who were mailed a letter through the automated mass mailing. Clients who are missing from the list will need letters generated and mailed from the local office using the attached English template. The “current monthly personal care hours” and “your maximum weekly hours limit will be” fields will need to be completed by the CM/SSS/CRM. Please use the excel formula attached to calculate the maximum weekly hours.   
In addition, Regions/AAAs will receive an exception list for clients whose mailing data was incomplete or translation was needed but language was “Other/Blank.”  These clients will also need letters generated and mailed from the local office using the attached English template and data from the exception list. 
For Limited English Proficient (LEP) clients, email Patty McDonald at: mcdonPM@dshs.wa.gov to request translated templates. Please provide her with the language needed.  

Letters need to be mailed by the local office by close of business December 14th.
Assessments moved to current after 11/18/2015

About one twelfth of our caseloads may be in annual review cycle in any given month as well as clients needing Significant Change assessments. The weekly care plan change effective January 1, 2016 makes notification more complex in the month of December 2015. Please see the table below for instructions for these cases.
New Assessments

Annual, Sig. Change, Interim, and Initial

NO change in hours between old and new assessment

Change in hours between old and new assessment

Moved to Current before 5:35pm on December 31, 2015  

· Send all CARE documents and PAN based on old CARE hours and new CARE hours. (business as usual)    

· December automated and mailed notifications for client, IP, and/or Agency should be valid, unless client was on an exception list.

· No other action necessary
· Send all CARE documents and PAN based on old CARE hours and new CARE hours. (business as usual)  

· December automated and mailed Notification for Client, IP and/or Agency will no longer be valid

· Use the fillable PDF client and IP letters to notify both client and IPs of current monthly and new maximum weekly hours. 

Use the excel calculator in the attachments to determine the client’s maximum weekly hours:
Exceptions to Rule (ETRs)
Because the calculation from monthly to weekly hours is done after the monthly base hours calculation, status adjustments, and add-ons as outlined in WACs 388-106-0125 and 388-106-0130, in order to remain consistent, ETRs for personal care will continue to be requested and determined based on a monthly hour amount. CM/SSS/CRMs must explain to client’s who request a personal care ETR that any approved ETR hours will be converted to weekly care plan hours and added to the CARE generated weekly care plan. Clients will have the same responsibility to manage CARE generated weekly hours and any approved ETR within their maximum weekly hours and total monthly hours authorized for payment. 
Training

Training related to this MB will be held by webinar on the following dates:

· 12/02/2015 10:00am – 12:00 pm

· 12/09/2015 10:00am – 12:00 pm
· 12/16/2015 10:00am – 12:00 pm

Webinar invitations were sent to ALTSA JRPs and supervisors and DDA Field Service Administrators in early October. Please contact your JRP, supervisor, or personal care specialist if you are not aware of this training. 
Additional Information
For many clients, this change to a weekly Plan of Care will be insignificant and they will not notice a difference. For other clients, this change may be more challenging. It is important for clients to understand they still have the freedom and ability to assign and manage their maximum weekly hours within a work week. 

DSHS will continue to develop policies and procedures related to weekly care plans and IP overtime. Functionality for weekly authorizations is currently being designed. Once this functionality exists, clients, IPs, and staff will be relieved of the administrative complexities associated with a weekly care plan and a monthly authorization.

	
	


	ATTACHMENT(S):  

 
	Maximum Weekly Hours Calculator


[image: image1.emf]Maximum Weekly  Hours Calculator.xlsx


Client Letter

[image: image2.emf]Client Letter.docx


New Freedom Client Letter 

[image: image3.emf]New Freedom  Letter.doc


Individual Provider Letter

[image: image4.emf]IP Letter.docx


Agency Letter


[image: image5.emf]AP Notice.docx



	CONTACT(S): 
	Rachelle Ames, CARE/Case Management Program Manager

(360)725-2353

rachelle.ames@dshs.wa.gov
Jaime Bond, DDA State Plan Services Unit Manager

(360)725-3466

jaime.bond@dshs.wa.gov
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Plan of Care Amendment


Effective January 1, 2016 the Department is changing the Plan of Care time period for in-home care hours from monthly to weekly. This Notice amends your Plan of Care.  

  


The change described in this notice does not reduce the number of hours you are eligible to receive, but it does change the way you can assign them to your providers. 


Your CARE assessment determined that you are allowed a certain number of in-home care hours each month that can be used for personal care. These hours can be worked by one or more qualified providers.  

This amendment to your Plan of Care and your future CARE service summaries will tell you the maximum number of hours you can use in a week.  The weekly Plan of Care is based on a work week that begins Sundays at 12:00am and ends the following Saturday at 11:59pm. Payment to your provider(s) will still be authorized based on your monthly hours, but you must assign the hours of work within the weekly maximum within your Plan of Care. 


NOTICE ABOUT YOUR HOURS


Your current monthly budget is: $     .     

Your current monthly maximum personal care hours are:      .


Your current monthly chosen personal care hours are:      .


Your current remaining monthly budget is $     .     .


Beginning January 1, 2016:


Your current monthly budget will still be: $     .     

Your maximum weekly personal care hours will be:      . 


Your chosen weekly personal care hours will be:       .

You may not use more than your chosen weekly personal care hours in a single work week. The authorized monthly hours payable to your provider(s) will still be      .


Your remaining monthly budget will still be $     .     .

You will need to carefully manage your use of hours because some months have 31 days, some have 30 days, and February has 29 days in 2016. If you use your maximum hours each week you will run out of hours before the end of the month. Unused hours cannot be carried forward into the next month. 


Sometimes, a work week will have days from two months.  For example, one work week will include February 28 and 29 and March 1, 2, 3, 4 and 5. When this happens, you will need to make sure that you do not use more than your maximum weekly hours during that week. You will also need to make sure that you do not use more than your total monthly authorized hours for either month.    


You may assign your weekly hours using time periods that are as small as one quarter hour (15 minutes). For example, you could schedule a provider for 2 ¼ hours on Monday, 3 ½ hours on Wednesday and 3 hours on Friday. 

If you use more than one provider during a single week, your weekly hours must be divided among your providers. You must decide when each of your providers will work and how many weekly Plan of Care hours you will assign to them.  


If your hours have been changed since November, your case manager will send you a new notice with your weekly Plan of Care hours. 


The change from a monthly to a weekly Plan of Care does not create any appeal rights because it applies to all persons receiving in-home services and it will not reduce the number of monthly hours you are eligible to receive.  
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Plan of Care Amendment





Effective January 1, 2016 the Department is changing the Plan of Care time period for in-home care hours from monthly to weekly. This Notice amends your Plan of Care. 

  

The change described in this notice does not reduce the number of hours you are eligible to receive, but it does change the way you can assign them to your providers. 



Your CARE assessment determined that you are allowed a certain number of hours each month to be used for personal care or skills acquisition training. These hours can be worked by one or more qualified providers.



This amendment to your Plan of Care and your future CARE service summaries will tell you the maximum number of hours you can use in a week. The weekly Plan of Care is based on a work week that begins Sundays at 12:00am and ends the following Saturday at 11:59pm. Payment to your provider(s) will still be authorized based on your monthly hours, but you must assign the hours of work within the weekly maximum within your Plan of Care. 



NOTICE ABOUT YOUR HOURS

[bookmark: Text13][bookmark: _GoBack]Your current monthly personal care hours are:      

[bookmark: Text1]Beginning January 1, 2016, your maximum weekly hours limit will be:      

[bookmark: Text2]You may not use more than your weekly personal care hours in a single work week. The authorized monthly hours payable to your provider(s) will still be      .

	 

You will need to carefully manage your use of hours because some months have 31 days, some have 30 days, and February has 29 days in 2016. If you use your maximum hours each week you will run out of hours before the end of the month. Unused hours cannot be carried forward into the next month. 



Sometimes, a work week will have days from two months. For example, one work week will include February 28 and 29 and March 1, 2, 3, 4 and 5. When this happens, you will need to make sure that you do not use more than your maximum weekly hours during that week. You will also need to make sure that you do not use more than your total monthly authorized hours for either month. 

You may assign your weekly hours using time periods that are as small as one quarter hour (15 minutes). For example, you could schedule a provider for 2 ¼ hours on Monday, 3 ½ hours on Wednesday and 3 hours on Friday. 



If you use more than one provider during a single week, your weekly hours must be divided among your providers. You must decide when each of your providers will work and how many weekly Plan of Care hours you will assign to them. 



If your hours have been changed since November, your case manager will send you a new notice with your weekly Plan of Care hours. 

The change from a monthly to a weekly Plan of Care does not create any appeal rights because it applies to all persons receiving in-home services and it will not reduce the number of monthly hours you are eligible to receive. 
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IMPORTANT NOTICE

Client Weekly Care Plan

Within the next few months, the Department of Social and Health Services (DSHS) will begin paying overtime to Individual Providers (IPs) who have worked over 40 hours in one week. DSHS is in the process of adopting rules and procedures  to implement this change. Many of the new and amended rules, which are expected to go into effect in early 2016, will also apply to home care agency providers and the clients they serve. 

The Department’s new rules will change the definition of a client’s “Plan of Care” or “Service Summary.” Effective January 1, 2016, in-home care hours generated by the CARE assessment tool will be calculated on a weekly basis. The client’s CARE Service Summary will display weekly personal care hours and monthly authorized hours.

The client’s Plan of Care and future CARE service summaries will indicate the maximum number of hours the client could use in a week. The weekly Plan of Care will be based on a work week that begins Sundays at 12:00am and ends the following Saturday at 11:59pm. Authorizations will still be based on the client’s monthly hours, but the agency may only work and claim hours up to the weekly maximum assigned by the client. 

Some months have 31 days, some have 30 days, and February has 29 days in 2016. If the client assigns the maximum hours each week, the client will run out of hours before the end of the month. Unused hours cannot be carried forward into the next month. 

Sometimes, a work week will have days from two months. For example, one work week will include February 28 and 29 and March 1, 2, 3, 4 and 5. When this happens, the agency will need to make sure that caregivers do not work more than the weekly hours assigned by the client. Agencies will also need to make sure caregivers do not work more than the total monthly authorized hours for either month. 

You will receive a spreadsheet in December 2015 with a list of clients you serve and their new weekly care plan amounts. Please note that clients will continue to assign their available hours as they choose. You must confirm with the client how many hours they would like to assign to your agency. Clients will also receive letters amending their current monthly Plan of Care to a weekly plan.  

DSHS will continue to develop policies and procedures to manage overtime use and modify IT systems to better support weekly care plans. DSHS will inform clients and providers of changes as they happen.
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Plan of Care Amendment



You are receiving this notice because you provide personal care and/or skills acquisition training to a client(s) of the Aging and Long Term Support Administration (ALTSA) and/or the Developmental Disabilities Administration (DDA).



Effective January 1, 2016 the Department is changing the Plan of Care time period for in-home care hours from monthly to weekly. This Notice amends the client’s Plan of Care. 

  

The change described in this notice does not reduce the number of hours the client is eligible to receive, but it does change the way the client can assign them. 



The client’s CARE assessment determined the number of hours each month that may be worked by one or more qualified providers. Your payment was authorized based on a monthly amount. 



This amendment to the client’s Plan of Care and future CARE service summaries will tell you the maximum number of hours the client could use in a week. The weekly Plan of Care will be based on a work week that begins Sundays at 12:00am and ends the following Saturday at 11:59pm. Your payment will still be authorized based on the client’s monthly hours, but you may only work and claim hours up to the weekly maximum assigned to you by the client. 



[bookmark: Text13][bookmark: Text14]NOTICE ABOUT HOURS for            

[bookmark: Text16][bookmark: _GoBack]The client’s current monthly hours are:      

[bookmark: Text17]Beginning January 1, 2016 the client’s weekly hours limit will be:      

 

Your IP Contract requires you to follow your client’s plan of care. If the client uses more than one provider in a work week, the weekly hour amount shown above must be shared between providers. The client decides:

· When you and other providers work; and 

· How many weekly Plan of Care hours are assigned to you. 

	 

Some months have 31 days, some have 30 days, and February has 29 days in 2016. If the client assigns the maximum hours each week, the client will run out of hours before the end of the month. Unused hours cannot be carried forward into the next month. 



Sometimes, a work week will have days from two months. For example, one work week will include February 28 and 29 and March 1, 2, 3, 4 and 5. When this happens, you will need to make sure that you do not work more than the weekly hours assigned to you by the client. You will also need to make sure that you do not work more than the total monthly authorized hours for either month. 

You may be assigned weekly hours using time periods that are as small as one quarter hour (15 minutes). For example, you could be scheduled to work for 2 ¼ hours on Monday, 3 ½ hours on Wednesday and 3 hours on Friday. 

If the client’s hours have been changed since November, the case manager will send you a new notice with the client’s weekly Plan of Care hours. 
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Sheet1

		Maximum Weekly Hours Calculator



		CARE Generated Hours

		HQ Approved ETR Hours

		Weekly Hours		0

		Maximum Weekly Hours		0

		INSTRUCTIONS:



1. Enter CARE Generated Hours  from Care Plan screen
2. Enter HQ approved ETR Hours if applicable

Maximum weekly hours will be calculated
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