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STATE OF WASHINGTON

DEPARTMENT OF SOCIAL AND HEALTH SERVICES

Aging and Long-Term Support Administration

Home and Community Services Division

PO Box 45600, Olympia, WA 98504-5600


H16-022 –  Information
March 10, 2016
	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 travel time payment to Individual Providers

	Purpose:
	To notify CM/SSS/CRMs that effective April 1, 2016 a new type of payment referred to as travel time will be implemented for Individual Providers (IPs).

	Background:
	A recent change in federal Department of Labor rules related to home care workers is influencing policy changes in Washington State.  One of the changes includes paying individual providers for  “qualified travel time”- the time an IP spends travelling between two or more clients in a workday or between a client and a required training site.  
At the completion of the 2016 legislative session, the Department will adopt new rules and procedures related to the utilization, authorization, and payment of overtime to IPs. Overtime will be paid when an IP works more than 40 hours in a work week, including travel time and required training, effective the first work week in April 2016. 

	What’s new, changed, or

Clarified
	Travel Time
Travel time (sometimes referred to as windshield time) is time spent by an IP traveling directly between worksites in the same workday using any method of travel. Qualified travel time is considered work time and will be paid.

This means: 

· IPs who travel between  worksites during the same workday will be paid for the time it takes to travel directly between each worksite.  

· IPs who travel directly between a worksite and a training site during the same workday will be paid for that travel time  

What is a worksite?

A worksite is defined as:

· a place an IP provides authorized care to a DSHS client. 
· a place where an IP attends required training 

Home to Work Travel (Commute Time)

If an IP travels from home to a worksite and returns home at the end of the workday, it is considered a commute and cannot be paid as travel time. When an IP lives with and provides care to a client, the IP cannot claim travel time for travel between the place s/he lives and another worksite. 
What if an IP travels between worksites in the same day but does not travel directly between the worksites?

Providers will only be paid for the time it takes to travel directly from one worksite to another.

For example, Tawnya, works for 2 different DSHS clients, Mr. Jackson, from 9:00am to 11:30am, and Mr. Smith, from 2:00pm to 6:00pm. Tawnya drives to the two different worksites which are 15 minutes apart. Tawnya leaves Mr. Jackson’s home at 11:30am and goes to a restaurant for lunch, shops for herself, and then arrives at Mr. Smith’s home at 2:00pm. 

Because Tawnya had enough time between jobs to use the time for her own purposes (e.g. lunch and shopping) not all of the time is travel time. Only the 15 minutes that it would have taken to travel directly between the two homes is payable as travel time. 

What is the difference between IP Mileage reimbursement and travel time?

IP mileage reimbursement and payment for travel time are unique and separate payments to an IP. 

Mileage Reimbursement:

IP mileage is reimbursed on a per mile driven basis, paid to IPs for the use of their personal vehicles to provide services to their clients such as essential shopping and travel to medical services as authorized in the client’s care plan only. 

The maximum number of miles that may be authorized is 100 miles per client in any service month. 100 miles may be authorized to one IP or divided between multiple providers. The unit type for mileage reimbursement is miles. 

Travel Time:

Travel time is time spent by an IP traveling directly between qualified worksites in the same workday using any reasonable method of travel. Qualified travel time is considered work time and will be paid. The unit type for travel time is time, in ¼ hour units. 

It is possible for an IP to be reimbursed for mileage while providing services outlined in one or more clients’ care plan and also paid for travel time while traveling between clients or between a client and a training site; however,mileage reimbursement is not available for qualified travel time. 
How does an IP get paid for qualified travel time?
Individual Provider (IP)Travel Time Request Form (DSHS Form 06-175)
An IP must submit a travel time request form to one client’s case manager for travel time to be authorized. A request form should be submitted before the  travel, whenever possible. 
The travel time request form will include:

· Whether it is a one-time or ongoing travel request

· The worksite address the IP will be traveling from (client A’s address),
· The worksite address the IP will be traveling to (client B’s address) and

· The estimated amount of time it willl take for the IP to travel from Client A to Client B, or
· The estimated amount of time it will take for the IP to travel between a worksite and a training site to attend required training
If unplanned travel time has occurred, the IP must contact the client’s case manager immediately and submit a travel request form for authorization. 

Examples of unplanned travel time include but are not limited to:

· Travel time took longer than usual for reason(s) outside of the IP’s control 

· Providing authorized services to a second client as a substitute IP in an emergent situation

Calculation of travel time 

· Estimates of direct travel time for each day’s travel will be rounded to the nearest 15 minutes.  If the IP makes more than one trip in a workday, actual times are added together and rounded once for each day.

           0-7 min =0   

           8-22min =15

           23-37min =30

           38-52min =45

           53-59min =1hr

· All estimated travel time will be added together for the month and the client’s case manager will create an authorization.
Authorization of travel time

The case manager receiving the travel time request form from an IP will review the information provided. If the travel time estimate that the provider has requested seems reasonable, authorize travel time in monthly ¼ hour units using Service Code SA300.  If it does not seem reasonable, verify an estimate using an online mapping tool and contact IP to discuss. 
When the travel time occurs between two or more clients, the case manager may pick one of their clients for which to authorize travel time to the IP. 
Travel time does not affect the client’s benefit and the hours for which the client is eligible to receive through their CARE assessment. Also, client responsibility and estate recovery will not apply to travel time at this time. 

If the Case Manager receiving the travel time request form determines that one of the clients the IP is travelling between has a different Case Manager, the receiving Case Manager must confirm that the travel time is not being authorized by both Case Managers. This can be done by contacting the other Case Manager to inform him/her of the authorization or by looking in the ProviderOne and IPOne payment systems for an authorization.
Claiming travel time

IP’s must claim travel time in the IPOne system. Travel time can only be claimed in 15 minute increments.  IPs will add up the total number of minutes travelled in a day and round the time to the nearest quarter hour, in order to claim for travel time for a specific day. 

0-7 min =0   

8-22min =15   

23-37min =30

38-52min =45    

53-59min =1hr

IPs must claim time based on the day s/he actually travelled.  
For example:

On Tuesday the IP travelled 10 minutes from Maria’s house to Tran’s house. After working for Tran, the IP returned to Maria’s house and it took 11 minutes. The IP would add 10 + 11= 21 minutes.  The IP would then round 21 to 15 minutes and claim 15 minutes of travel time for Tuesday.

From

To

Travel Time

Maria
Tran
10

Tran
Maria
11

Total Travel Time for Tuesday:

21

Rounded Travel Time:

15

On Wednesday the IP travels from Maria’s house to Tran’s house and it takes 8 minutes.  The IP would round 8 up to 15 and claim 15 minutes of travel time.

From

To

Travel Time

Maria
Tran
8

Total Travel for Wednesday:

8

Rounded Travel:

15

On Thursday, the IP travels from Maria’s house to Tran’s and it takes 11 minutes. Then the IP leaves Tran’s and goes to Nadia’s house and it takes 27 minutes.  The IP would add 11+27=38. The IP would then round 38 to 45 and claim 45 minutes.

From

To

Travel Time

Maria
Tran
11

Tran
Nadia
27

Total Travel Time for Thursday:

38

Rounded Travel Time:

45

The IP Travel Time Request form will be used by IPs to estimate their travel time so the case manager can create an initial authorization for the IP to claim. The IP must accurately claim for time actually spent travelling directly between worksites, and claim it based on the day the IP actually travelled.  If, because of changes in circumstances it takes the IP less time to get between worksites, or because of the clients' needs, the IP does not make trips that the IP included in the estimate—The IP cannot claim all of the travel time estimated.  On the other hand, if it takes the IP longer than estimated, or the IP makes additional qualifying travel time trips that were not included in the estimate, it is important that the IP contact the case manager immediately to discuss changing the authorization.

DSHS will continue to make enhancements to the IPOne payment system. In the future, when the system allows authorization and claims in single minutes, the calculation, authorization and claiming of travel time will be updated. 
Notice to IPs
Letters will be mailed to IPs who are currently authorized to provide in-home services to eligible clients. The notice will inform them of implementation of travel time payment beginning April 1, 2016 and an enclosed factsheet will detail the policy and procedure outlined above. An IP Travel Time Request Form will also be included in the mailing. All three documents are attached below. 

Any returned mail will be sent to the local office from ALTSA/DDA headquarters. Returned mail will include the client IDs for which the IP is authorized for easy identification and follow up. Case managers will need to attempt to contact the IP and forward the letter to the correct address, as well as encourage the IP to confirm correct contact information in IPOne.

	ACTION:
	Effective April 1, 2016: 
Include Travel Time Request Forms in IP contracting packets and provide to IPs upon request. DSHS form 06-175, IP Travel Time Request form will be located on the DSHS intranet forms website for staff and on the internet for IPs https://www.dshs.wa.gov/altsa/home-and-community-services-information-professionals. When used in the electronic format, the form will round and calculate the number of units to authorize. 
When an IP submits a travel time request, determine whether the request qualifies as travel time and authorize following the above instructions. 
Additional Information

Relevant WAC and LTC Manual chapters are being updated and an insert has been developed for the IP Employment Reference Guide that includes travel time policy.The travel time staff webinar training will be scheduled for dates in March to include HCS, AAA, and DDA staff who wish to participate. 

	ATTACHMENT(S):  


	IP Letter 


[image: image1.emf]IP-Travel Time  Letter.docx


IP Travel Time Factsheet

[image: image2.emf]IP Travel Time  Factsheet.doc


IP Travel Time Request Form


[image: image3.emf]06-175 IP Travel  Time Request.xlsx




	CONTACT(S):
	Rachelle Ames, CARE/Case Management Program Manager
(360)725-2353

rachelle.ames@dshs.wa.gov
Stacy Graff, Individual Provider and Administrative Hearing Program Manager

(360)725-2533

stacy.graff@dshs.wa.gov
Jaime Bond, DDA State Plan Services Unit Manager
(360)725-3466

jaime.bond@dshs.wa.gov



HCS MANAGEMENT BULLETIN








_1517812714.doc
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Fact Sheet:




Individual Provider Travel Time Fact Sheet

		Overview 



		Beginning April 1, 2016 The Department of Social and Health Services (DSHS) will pay individual providers (IPs) for qualified travel time.



		Qualified Travel Time 

		What is travel time?


Travel time is time spent by an IP travelling directly between worksites in the same workday using any reasonable method of travel. Qualified travel time is considered work time and will be paid.

This means: 


· IPs who travel between worksites during the same workday will be paid for the time it takes to travel directly between each worksite  


· IPs who travel between a worksite and a training site during the same workday will be paid for the time it takes to travel directly between each site

What is a worksite?


A worksite is defined as:


· a place an IP provides authorized care to a DSHS client. 

· a place where an IP attends required training 

Home to Work Travel (Commute Time)


If an IP travels from home to a worksite and returns home at the end of the workday, it is considered a commute and cannot be paid as travel time. When an IP lives with a client s/he works for, the IP cannot claim travel time for travel between the place the IP lives and another worksite 

What if an IP travels between worksites in the same day but does not travel directly between the worksites?


IPs will only be paid for the time it takes to travel directly from one worksite to another.

For example, Tawnya, works for 2 different DSHS clients, Mr. Jackson, from 9:00am to 11:30am, and Mr. Smith, from 2:00pm to 6:00pm. Tawnya drives to the two different worksites which are 15 minutes apart. Tawnya leaves Mr. Jackson’s home at 11:30am and goes to a restaurant for lunch, shops for herself, and then arrives at Mr. Smith’s home at 2:00pm. 


Because Tawnya had enough time between jobs to use the time for her own purposes (e.g. lunch and shopping) not all of the time is travel time. Only the 15 minutes that it would have taken to travel directly between the two homes is payable as travel time. 

What is the difference between IP Mileage reimbursement and travel time?

IP mileage reimbursement and payment for travel time are unique and separate payments to an IP. 


IP mileage is reimbursed on a per mile driven basis, paid to IPs for the use of their personal vehicles to provide services to their clients such as essential shopping and travel to medical services as authorized in the client’s care plan only. The unit type for mileage reimbursement is miles. Mileage is not reimbursed for travel between qualified worksites.

Travel time is time spent by an IP travelling directly between qualified worksites in the same workday using any reasonable method of travel. Qualified travel time is considered work time and will be paid. The unit type for travel time is time, in ¼ hour units. 


It is possible for an IP to be reimbursed for mileage while providing services outlined in one or more clients’ care plan and also paid for travel time while travelling between clients or between a client and a training site.






		How to get paid for Travel Time

		Travel Time Request Form


An IP must submit a travel time request form to one client’s case manager for travel time to be authorized. A request form should be submitted before the  travel, whenever possible. If unplanned travel time has occurred, the IP must contact the client’s case manager immediately and submit a travel request form for authorization. 


Examples of unplanned travel time include but are not limited to:


· Travel time took longer than usual for reason(s) outside of the IP’s control 


· Providing authorized services to a second client as a substitute IP in an emergent situation


The travel time request form will include:


· Whether it is a one-time or ongoing travel request


· The worksite address the IP will be travelling from (client A’s address),


· The worksite address the IP will be travelling to (client B’s address) and


· The estimated amount of time it willl take for the IP to travel between Client A and Client B, or

· The estimated amount of time it will take for the IP to travel between a worksite and a training site to attend required training


Calculation of travel time 


· Estimates of direct travel time for each day’s travel will be rounded to the nearest 15 minutes.  If the IP makes more than one trip in a workday, actual times are added together and rounded once for each day.


           0-7 min =0   


           8-22min =15


           23-37min =30


           38-52min =45


           53-59min =1hr


· All estimated travel time will be added together for the month and the client’s case manager will create an authorization


Authorization of travel time


After reviewing the travel time request form, the client’s case manager will validate information provided and authorize travel time in monthly ¼ hour units using Service Code SA300. The monthly ¼ hour unit type is the same as other services IPs will claim in the IPOne payment system. 


Claiming travel time


IP’s must claim travel time in the IPOne system. Travel time can only be claimed in 15 minute increments.  IPs will add up the total number of minutes travelled in a day and round the time to the nearest quarter hour, in order to claim for travel time for a specific day. 


0-7 min =0   


8-22min =15   


23-37min =30


38-52min =45    


53-59min =1hr


IPs must claim time based on the day s/he actually travelled.  

For example:


On Tuesday the IP travelled 10 minutes from Maria’s house to Tran’s house. After working for Tran, the IP returned to Maria’s house and it took 11 minutes. The IP would add 10 + 11= 21 minutes.  The IP would then round 21 to 15 minutes and claim 15 minutes of travel time for Tuesday.


From


To


Travel Time


Maria

Tran

10


Tran

Maria

11


Total Travel Time for Tuesday:


21


Rounded Travel Time:


15


On Wednesday the IP travels from Maria’s house to Tran’s house and it takes 8 minutes.  The IP would round 8 up to 15 and claim 15 minutes of travel time.


From


To


Travel Time


Maria

Tran

8


Total Travel for Wednesday:


8


Rounded Travel:


15


On Thursday, the IP travels from Maria’s house to Tran’s and it takes 11 minutes. Then the IP leaves Tran’s and goes to Nadia’s house and it takes 27 minutes.  The IP would add 11+27=38. The IP would then round 38 to 45 and claim 45 minutes.


From


To


Travel Time


Maria

Tran

11


Tran

Nadia

27


Total Travel Time for Thursday:


38


Rounded Travel Time:


45


DSHS will continue to make enhancements to the IPOne payment system. In the future, when the system allows authorization and claims in single minutes, the calculation, authorization and claiming of travel time will be updated. 

Copies of these documents will be available online: https://www.dshs.wa.gov/altsa/home-and-community-services-information-professionals. 
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Form

										                   Individual Provider (IP) Travel Time Request

				1.  INDIVIDUAL PROVIDER'S (IP) NAME										PROVIDER NUMBER				CASE MANAGER'S NAME								2.  START DATE



				Gray sections to be comleted by the Case Manager.

				0 - 7 rounds to 0, 8 - 22 rounds to 15

				On-going Travel Request Estimation

				CLIENT NAME / WORKSITE ADDRESS (E.G., MARIA GARCIA, 1234 ANY STREET, APT 304, ANY TOWN  WA 99999)						CLIENT NAME / WORKSITE ADDRESS  (E.G., TRAN NGUYEN, 4567 ANOTHER AVE., #107, ANY TOWN  WA 99999)						CLIENT NAME / WORKSITE ADDRESS (USE THIS SECTION ONLY FOR A THIRD WORKSITE IN THE SAME DAY)						TOTAL DIRECT TRAVEL TIME IN MINUTES PER DAY		ROUNDED TO NEAREST 1/4 HOUR		NUMBER OF TRAVEL DAYS PER MONTH		ADJUSTED TOTAL MINUTES PER MONTH

				2.																								

				3.																								

				4.																								

				Grand Total:																								

				Total Authorized Monthly 1/4 Units:																								

				One-Time Travel Request Estimation

				DATE(S) OF TRAVEL						CLIENT NAME / TRAINING / WORKSITE ADDRESS						CLIENT NAME / TRAINING / WORKSITE ADDRESS 						TOTAL DIRECT TRAVEL TIME IN MINUTES PER DAY		ROUNDED TO NEAREST 1/4 HOUR		NUMBER OF TRAVEL DAYS PER MONTH		ADJUSTED TOTAL MINUTES PER MONTH

				5.																								

				Grand Total:																								

				Total Authorized Monthly 1/4 Units:																								



				Requested travel time was estimated using this on-line tool:																				(i.e., Google Maps or MapQuest)

				Mode of travel (check):  

				If there are special circumstances that will cause your travel time to exceed the time shown using an on-line mapping tool, please explain here:



				By signing this form, I certify that this estimation is accurate to the best of my knowledge and that I will contact the Case Manager if this planned travel changes.  I understand that this information is an estimate used to create the initial authorization.  I will only claim for actual, qualified time traveled based on policy from page 2 of this form.

				PROVIDER'S SIGNATURE																						DATE



				DSHS 06-175 (02/2016) 







 CAR
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Instructions





Individual Provider (IP) Travel Time Request
Instructions
Definition of Travel Time
Travel time is time spent by an IP traveling directly between qualified worksites in the same workday using a reasonable method of travel. Travel time is considered work time and will be paid.

This means: 
• IPs who travel between worksites during the same workday will be paid for the time it takes to travel directly between each worksite.
• IPs who travel directly between a worksite and a training site during the same workday will be paid for that travel time.  

Line 1: Enter your name, Provider Number, Case Manager's name, and the date when you expect travel to start. 

For qualified travel that happens on a regular basis use Lines 2-5	

Line 2: 	
• Write / type in the name of the client and the address of the first worksite. 
• Write / type in the name of the client and address of the second worksite.
• If you work at a third worksite on the same day, write in the name of the client and address of the third worksite  
• In the next box write in the actual amount of time it takes you to travel directly between worksites in a single day.
(You can enter two or more addresses into an online map tool to get an estimate of the time it takes.) 

Example: If you start work at Maria’s house and then go over to Tran’s house to work, and then go back to work at Maria’s house again all in the same day you would total the direct travel it will take between Maria and Tran’s homes. 

Line 3-4: Repeat the steps from Line 2 if you have other qualified travel plans.  

Example: If some days you start working at Maria’s house and then go to Nadia’s house instead of Tran’s. 

One-time Travel Section (Line 5)

For qualified travel that will only happen once, a few times or that was unexpected

 Line 5: 
• Write / type the date(s) or date range for the travel time.  Use a separate sheet for different months.
• Write / type in the name of the client/training and the address of the first worksite. 
• Write / type in the name of the client/training and address of the second worksite.  
• In the next box write in the actual amount of time it takes you to travel between training/worksites. This should be the amount of time it takes if you go from point A to point B directly. You can enter two addresses into an online map to get an estimate of the time it takes. 

Attach an extra page if you need additional lines to describe your On-going travel or an additional form if you need more lines to describe One-Time Travel.

What is a worksite?
A worksite is a place an IP provides authorized care to a DSHS client or a place where an IP attends required training. If you live with your client you cannot claim the travel time between the place you live and another worksite.  For example, you live with Bob and provide care for him and you also provide care for Mary who lives across town.  Since you live with Bob, you cannot claim the time it takes to get to Mary's house as travel time. 

Important Note
This form is for you to estimate your travel time so the case manager can create an initial authorization for you to claim. You must accurately claim for time actually spent travelling directly between worksites, and claim it based on the day you actually travelled.  If, because of changes in circumstances it takes you less time to get between worksites, or because of your clients' needs, you do not make trips that you included in this estimate--you cannot claim all of the travel time you estimated.  On the other hand, if it takes you longer than you estimated, or you have to make additional trips that you did not include on this estimate, it is important that you contact your case manager immediately to discuss changing the authorization.

For additional information about Individual Provider travel time policy and for additional IP Travel Time Request forms (electronic / paper) visit:  https://www.dshs.wa.gov/altsa/home-and-community-services-information-professionals. 

DSHS 06-175 (02/2016) INSTRUCTIONS
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DEPARTMENT OF SOCIAL AND HEALTH SERVICES

AGING AND LONG TERM SUPPORT ADMINISTRATION/DEVELOPMENTAL DISABILITIES ADMINISTRATION
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You are receiving this notice because you provide care to one or more clients of the Aging and Long Term Support Administration (ALTSA) and/or the Developmental Disabilities Administration (DDA). This notice is to let you know about a change that is coming. 



Beginning April 1, 2016 the Department of Social and Health Services (DSHS) will pay individual providers (IPs) for qualified travel time. Time spent by an IP travelling directly between worksites in the same workday is considered qualified travel time. 



A worksite is the place where you provide authorized care to a client or where you attend required training.  DSHS will pay you for travel time when you travel directly from one worksite to another in the same workday (e.g. between two clients or between a client and a training location). 



When you travel from your home to a worksite and return home at the end of your workday, it is your commute time, and cannot be paid as travel time.  If you live with a client you work for, you cannot claim travel time for travel between the place you live and another worksite.



You will be paid for travel time when you:

· Notify your client’s case manager that you intend to have qualifying travel time

· Submit a completed Travel Time Request form to the client’s case manager

· Claim travel time using the IPOne payment system. (You must claim travel time based on the date you actually traveled.)



Please see the enclosed IP Travel Time Fact Sheet and a copy of a Travel Time Request form for additional details related to travel time. Some of these changes may be subject to bargaining with SEIU local 775.





IMPORTANT:

We have included detailed information on the IP Travel Time Fact Sheet enclosed with this letter. Please read it carefully. If you have questions or concerns about these changes, please contact the client’s case manager. Copies of these documents will be available online: https://www.dshs.wa.gov/altsa/home-and-community-services-information-professionals. 
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