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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 
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H20-042– Policy and Procedure
May 15, 2020

	TO: 
	Area Agency on Aging Directors 


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

Chanh Ly, Director, Management Services Division 


	SUBJECT: 
	Families First Coronavirus Response Act (FFCRA) and Coronavirus Aid, Relief, and Economic Security (CARES) Act Funding 


	PURPOSE:
	To notify Area Agencies on Aging (AAAs) of their FFCRA & CARES funding and provide information on flexibility, billing and reporting requirements.  


	BACKGROUND:
	On February 29th, 2020, Governor Jay Inslee declared a state of emergency in response to the COVID-19 outbreak, directing state agencies to use all resources necessary to prepare for and respond to the outbreak.  Washington’s Major Disaster declaration was recognized by the federal government on March 22, 2020, backdated to January 20, 2020, which unlocked flexibility within the Older Americans Act (OAA) and future funding to provide disaster relief in support of the health or safety of older adults.   
On March 23rd, 2020, Governor Inslee issued the “Stay Home, Stay Healthy” proclamation limiting all non-essential activities and requiring businesses that are considered essential to establish and implement social distancing measures.

These measures have profoundly changed the way Aging Network services are provided and Area Agencies on Aging and their network partners have developed new, innovative ways to address the needs of older adults and people with disabilities.

The Families First Coronavirus Response Act and Coronavirus Aid, Relief, and Economic Security CARES Act provided funding in all of the Older Americans Act Title III programs to support the Aging Network to meet emergent needs locally.  ACL is encouraging spending of FFCRA funding first, then CARES Act funding, and finally regular OAA TIII grants.  Regular OAA TIII grants will have an extension to spend through at least September 30, 2021.     


	WHAT’S NEW, CHANGED, OR
CLARIFIED:
 
	Funding Allocations

The attached file “FFCRA & CARES Act Funding” includes the full allocation of FFCRA and CARES act funding.  

COVID-Related Funding
The Families First Coronavirus Response Act and CARES act funding was partially released to Area Agencies on Aging in a contract on April 6, 2020.  Amended contract language is attached to this management bulletin. Funding was allocated in the Titles indicated by congress and included Titles III B, C1, C2, and E and Title VII.  Due to the major disaster declaration, funding may be spent in any of the Title III and TVII categories to address emergency response.    
Guidelines on When to Use a Particular OAA Title III Category 
All OAA Title III authorities assume services are provided to individuals 60 or older except for TIIIE, which can be provided to family caregivers and Kinship caregivers age 55 and older.  The same exceptions documented in the Senior Nutrition Standards to serve people under 60 with meals apply to these funds.  Service dollars (vs. administrative dollars) may be used for infrastructure support purposes to meet emergency needs in all OAA Title III categories. 
For all services offered under FFCRA and CARES Act fund sources, provide a brief narrative description, estimated persons served and estimated units to your AAA Specialist.  An Area Plan Amendment is NOT required.  Include the likely fund source(s) and budget line item typically used for this type of service.  This is to assist with reporting and mapping services and expenditures to NAPIS if needed.  No approval from ALTSA is needed to proceed when offering a new service to address emergency response needs.  An optional template is provided. 

AAAs should keep in mind that their cost allocation may be impacted by the addition of these funds.

Reporting Programmatic Data

ALTSA will be required to submit detailed quarterly spending reports to ACL.

Programmatic client level data will be tracked in CLC GetCare.  Whenever possible, standard data elements will be used per published NAPIS requirements unless an exception exists (for example, no assessment required for HDM).  When a AAA is offering a service not currently identified in CLC GetCare to respond to the COVID-19 pandemic, add a new Service Set in CLC GetCare using issue manager with the “COVID-19 Response” program code.  A COVID-19 Response code will also be available as an option in I&A Call Outcomes. 

Programmatic data should be entered to coincide with billings submitted to ALTSA.  If GetCare data entry is not possible due to staff shortages or other emergent issues, send back-up aggregate data with the billing and the service set used.  Include Scope of Work, and Service Units, # of clients and # of units.  Enter the data into CLC GetCare before the end of the federal fiscal year.   Instructions for entering aggregate data into GetCare are provided in the attachments at the end of this Management Bulletin.

When disaster relief spending includes purchasing of equipment, emergency supplies, or other infrastructure or disaster response items, include a brief description with the invoice (for example, additional freezers for home delivered meal storage or personal protective equipment for transportation providers).  


Flexibility of and Transfers Between Funding Sources

While the Major Disaster Declaration (MDD) is in effect for Washington State, AAAs can use any Part of any FFCRA or CARES to pay for any emergent need.  This means FFCRA Title III Home-Delivered Meals funds could be spent on Telephone Reassurance, and CARES Title III E funds could be spent on Transportation.  The MDD provides flexibility to spend from any funding Part, without the need for prior approval, transfer requests, or waivers.  This flexibility ends once the MDD for Washington State ends.  After that time,
· AAAs can transfer: 
· up to 100% between FFCRA Title III C Congregate Meals and Title III C Home-Delivered Meals; 
· up to 30% between FFCRA Title III B Supportive Services and Title III C Nutrition;
· and up to 30% between CARES Title III B Supportive Services and Title III C Nutrition.  
· The state may request a waiver from the Assistant Secretary of ACL to allow for transfers up to 100% between Title III B Supportive Services and Title III C Nutrition.  
· Transfers cannot be made to or from Title IIIE Family Caregiver Support Program.  
· Transfers will need to follow the standard process for transfer requests. 
· If the MDD for Washington is ended, ALTSA must submit all transfer requests to ACL by 8/17/20.  In order to compile the information required by ACL in a timely manner, budgets that include transfer requests need to be sent to ALTSA no later than 7/24/20.  The budgets do not need to be line item budgets.

Billing for FFCRA and CARES Funding

A single billing form for FFCRA funding, and a single billing form for CARES funding, is included in this MB.  

The first tab of the billing form contains financial information.  All services will be billed as Emergency Response.  A separate line has been provided to bill for each funding Part.  As stated in the section above, while MDD is in effect for Washington State, any activity can be billed to any funding Part.  Once MDD for Washington State ends, this flexibility will end and only those activities associated with the funding Part may be charged to it (i.e. Telephone Reassurance can only be charged to T3B).   Program income and match must be reported by funding Part.  

The second tab of the billing form needs to be completed if equipment, emergency supplies, or other infrastructure or disaster response items are purchased.

FFCRA and CARES funding will be included when determining whether AAAs who spend regular T3B funding on Coordination, have spent 10% of total Title III funding on administration.

Spend Out COVID Funding Before Original OAA

Virtually everything the Aging Network is currently doing now is responding to the COVID crisis by supporting older adults who are most vulnerable to stay more safely in their homes.  Administration for Community Living (ACL) suggests AAAs spend out the COVID funds before billing to standard OAA funding where that makes sense.  Keep in mind that AAAs have the most flexibility with their COVID funds while the MDD for Washington State is in effect.  ACL has indicated their plan to approve third year no-cost extensions on current OAA grants.  

	
ACTION:
	
Direct emergency response funding to meet the local needs of older adults and family caregivers.  

If the MDD has ended, provide a budget to ALTSA with requested transfers by Older Americans Act Title III title for both FFCRA and CARES Act funding in lieu of a line-item budget by 7/24/2020.  

Submit Emergency Response service summaries to your AAA Specialist as new services are implemented or retroactively as needed to support billing.  

Add providers into CLC GetCare to record units per the attached instructions. 

Include a brief summary of purchases made on billing invoices.  Report client-level data in CLC GetCare using the COVID-19 Response program code.  




	RELATED 
REFERENCES:
	
ACL COVID-19 Response – Older Americans Act Disaster Relief

	ATTACHMENT(S):   
	1.  FFCRA & CARES Funding




3.  FFCRA & CARES Billing Forms 


[bookmark: _MON_1649250431]


5. FFCRA & CARES Emergency Service Reporting OPTIONAL TEMPLATE








7. OAA Emergency Response Service Strategies



	2.  FFCRA & CARES Act Contract Statement of Work Amendment (revised)

[bookmark: _MON_1649480915] 

4. Add or Update Service Sets in GetCare (Covid Response)














6.  Record Non-Registered Units in GetCare (Covid Response)


[bookmark: _GoBack]

	CONTACT(S):
	General inquiries should be directed to your AAA Specialist:

Andrea Meewes Sanchez, AAA Unit Manager
(360) 725-2554
Andrea.Meewessanchez@dshs.wa.gov

Mark Towers, AAA Specialist
(360) 725-2446
Mark.Towers@dshs.wa.gov

Paula Renz, AAA Specialist
(360) 725-2560
Paula.Renz@dshs.wa.gov

Caroline Wood, AAA Specialist
(360) 725-2521
Caroline.Wood@dshs.wa.gov

Lexie Bartunek, AAA Specialist
(360) 725-3548
Lexie.Bartunek@dshs.wa.gov
 
For Fiscal Inquiries, please contact:

Anna Glaas, AAA Grants Manager
(360) 725-2374
Anna.Glaas@dshs.wa.gov

For Cost Allocation Inquiries, please contact:

Valerie Bahl, Federal Compliance Manager
(360) 725-2390
Valerie.Bahl@dshs.wa.gov
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COVID-19 Response 100% of FFCRA and CARES Allocations.xlsx
Sheet1

		OLDER AMERICANS ACT

		2020 FULL ALLOTMENTS FOR COVID-19 RESPONSE FFCRA AND CARES FUNDING

		USES 2010 CENSUS DATA 

				FFCRA						CARES										TOTAL

				Title III		Title III		Total		IIIB		IIIC		IIIE 		VII		TOTAL		COVID-19

		AREA AGENCY		Congregate Meals		Home Delivered Meals		FFCRA		Supportive Services		Nutrition		Nat'l Family Caregiver		Ombudsman		CARES		RESPONSE

		OLYMPIC		$   102,697		$   205,312		$   308,009		$   246,436		$   591,479		$   110,956		$   4,628		$   953,499		$   1,261,508

		NORTHWEST		$   112,844		$   225,623		$   338,467		$   273,844		$   657,252		$   125,526		$   5,235		$   1,061,857		$   1,400,324

		SNOHOMISH		$   138,705		$   277,421		$   416,126		$   348,217		$   835,716		$   167,998		$   7,007		$   1,358,938		$   1,775,064

		KING		$   409,693		$   819,828		$   1,229,521		$   1,080,127		$   2,592,126		$   557,089		$   23,234		$   4,252,576		$   5,482,097

		PIERCE		$   158,880		$   317,804		$   476,684		$   402,709		$   966,485		$   196,967		$   8,215		$   1,574,376		$   2,051,060

		LMT		$   114,986		$   229,922		$   344,908		$   281,137		$   674,749		$   130,381		$   5,438		$   1,091,705		$   1,436,613

		SOUTHWEST		$   143,501		$   286,973		$   430,474		$   355,134		$   852,333		$   167,763		$   6,997		$   1,382,227		$   1,812,701

		CENTRAL		$   120,409		$   240,740		$   361,149		$   291,257		$   699,047		$   132,827		$   5,540		$   1,128,671		$   1,489,820

		SOUTHEAST		$   167,118		$   334,210		$   501,328		$   414,396		$   994,561		$   196,332		$   8,189		$   1,613,478		$   2,114,806

		YAKAMA NATION		$   17,583		$   35,142		$   52,725		$   40,888		$   98,142		$   17,457		$   728		$   157,215		$   209,940

		EASTERN		$   158,926		$   317,848		$   476,774		$   396,797		$   952,313		$   189,911		$   7,921		$   1,546,942		$   2,023,716

		COLVILLE INDIAN		$   11,212		$   22,389		$   33,601		$   23,679		$   56,845		$   8,309		$   347		$   89,180		$   122,781

		KITSAP		$   65,570		$   131,036		$   196,606		$   150,689		$   361,696		$   62,990		$   2,627		$   578,002		$   774,608

		TOTAL		$   1,722,124		$   3,444,248		$   5,166,372		$   4,305,310		$   10,332,744		$   2,064,506		$   86,106		$   16,788,666		$   21,955,038
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FFCRA

		BARS Support Form

		AAA Name:		0								Contract #:		0

		Title:		FFCRA								Reporting Period:		0

		BA Sub		Budget						Expenditures

		555		Account										Contract		Contract

		Sub El		Title						This Month		Year-to-Date		Budget		Balance

		11		Admin - Congregate Meals						0.00		0.00		0.00		0.00

		11		Admin - Home-Delivered Meals						0.00		0.00		0.00		0.00

										0.00		0.00		0.00		0.00

		.90		Emergency Response - Congregate Meals						0.00		0.00		0.00		0.00

				Emergency Response - Home-Delivered Meals						0.00		0.00		0.00		0.00

										0.00		0.00		0.00		0.00

				Total Congregate Meals						0.00		0.00		0.00		0.00

				Total Home-Delivered Meals						0.00		0.00		0.00		0.00

				Total						0.00		0.00		0.00		0.00

				Congragate Meals		Home Delivered Meals		Total						Reimbursement Data

		YTD Match Required		0.00		0.00		0.00						Expenditures to Date		$0.00

		YTD Match Provided		0.00		0.00		0.00						Revenue Previously Billed		$0.00

		Balance		0.00		0.00		0.00						Total Request		$0.00

		Source of match:		Current Month Congragate Meals		Current Month Home Delivered Meals		Year-to-Date Congragate Meals		Year-to-Date Home Delivered Meals		Total YTD

		0		0.00		0.00		0.00		0.00		0.00

		0		0.00		0.00		0.00		0.00		0.00

		Total		0.00		0.00		0.00		0.00		0.00

		Program Income-CM		This Month		YTD				Program Income-HDM		This Month		YTD

		Earned this Mon.		0.00		0.00				Earned this Mon.		0.00		0.00

		(Expnd this Mon)		0.00		0.00				(Expnd this Mon)		0.00		0.00

		Ending Balance		0.00		0.00				Ending Balance		0.00		0.00

		Vendor's Certificate.  I hereby certify under penalty of perjury that the items and totals listed herein are proper charges for materials, merchandise or services furnished to the State of Washington

		and that all goods furnished and/or services rendered have been provided without discrimination on the grounds of race, creed, color, national origin, sex or age.

		Approver's Certification: By signing this report, I certify to the best of my knowledge and belief that the report is true, complete, and accurate, and the expenditures, disbursements and cash

		receipts are for the purposes and objectives set forth in the terms and conditions of the Federal award.  I am aware that any false, fictitious, or fraudulent information, or the omission of any material fact,

		may subject me to criminal, civil or administrative penalties for fraud, false statements, false claims or otherwise.

		Approved by:								Prepared by:

		Phone #:				Date:				Phone #:				Date:





Description of use

		Provide a brief description of equipment, emergency supplies, or other infrastructure or disaster response items purchased.
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CARES

		BARS Support Form

		AAA Name:		0								Contract #:		0

		Title:		CARES								Reporting Period:		0

		BA Sub		Budget						Expenditures

		555		Account										Contract		Contract

		Sub El		Title						This Month		Year-to-Date		Budget		Balance

		11		Admin - Supportive Services						0.00		0.00		0.00		0.00

		11		Admin - Nutrition						0.00		0.00		0.00		0.00

		11		Admin - Family Caregiver Support Services						0.00		0.00		0.00		0.00

				Total Admin						0.00		0.00		0.00		0.00

		.90		Emergency Response - Suppportive Services						0.00		0.00		0.00		0.00

		.90		Emergency Response - Nutrition						0.00		0.00		0.00		0.00

		.90		Emergency Response - Family Caregiver Support Services						0.00		0.00		0.00		0.00

		.90		Emergency Response - Ombudsman						0.00		0.00		0.00		0.00

				Total Services						0.00		0.00		0.00		0.00

				Total Supportive Services						0.00		0.00		0.00		0.00

				Total Nutrition						0.00		0.00		0.00		0.00

				Total Family Caregiver Support Services						0.00		0.00		0.00		0.00

				Total Ombudsman						0.00		0.00		0.00		0.00

				Total						0.00		0.00		0.00		0.00

														Reimbursement Data

														Expenditures to Date		$0.00

														Revenue Previously Billed		$0.00

														Total Request		$0.00

		This is Page One - See Page Two for Match and Program Income

		AAA Name:		0								Contract #:		0.00

		Title:		CARES								Reporting Period:		0.00

				Supportive Services		Nutrition		Family Caregiver Support Program		Total

		YTD Match Required		0.00		0.00		0.00		0.00

		YTD Match Provided		0.00		0.00		0.00		0.00

		Balance		0.00		0.00		0.00		0.00

		Source of match:		Current Month Supportive Services		Current Month Nutrition		Current Month Family Support Program

		scsa		0.00		0.00		0.00

		local funds		0.00		0.00		0.00

		Total		0.00		0.00		0.00

		Source of match:		Year-to-Date Supportive Services		Year-to-Date Nutrition		Year-to-Date Family Caregiver Support Program		Total YTD

		scsa		0.00		0.00		0.00		0.00

		local funds		0.00		0.00		0.00		0.00

		Total		0.00		0.00		0.00		0.00

		Program Income-SS		This Month		YTD				Program Income-Nut		This Month		YTD

		Earned this Mon.		0.00		0.00				Earned this Mon.		0.00		0.00

		(Expnd this Mon)		0.00		0.00				(Expnd this Mon)		0.00		0.00

		Ending Balance		0.00		0.00				Ending Balance		0.00		0.00

		Program Income-FC		This Month		YTD

		Earned this Mon.		0.00		0.00

		(Expnd this Mon)		0.00		0.00

		Ending Balance		0.00		0.00

		Vendor's Certificate.  I hereby certify under penalty of perjury that the items and totals listed herein are proper charges for materials, merchandise or services furnished to the State of Washington

		and that all goods furnished and/or services rendered have been provided without discrimination on the grounds of race, creed, color, national origin, sex or age.

		Approver's Certification: By signing this report, I certify to the best of my knowledge and belief that the report is true, complete, and accurate, and the expenditures, disbursements and cash

		receipts are for the purposes and objectives set forth in the terms and conditions of the Federal award.  I am aware that any false, fictitious, or fraudulent information, or the omission of any material fact,

		may subject me to criminal, civil or administrative penalties for fraud, false statements, false claims or otherwise.

		Approved by:								Prepared by:

		Phone #:				Date:				Phone #:				Date:

		This is Page Two - See Page One for Expenditure, Budget and Balance





Description of use

		Provide a brief description of equipment, emergency supplies, or other infrastructure or disaster response items purchased.
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FFCRA & CARES Act Emergency Services  OPTIONAL TEMPLATE TO REPORT TO AAA SPECIALIST

Services offered with FFCRA, and CARES Act funds.  



		Emergency Service Summary

		



		Scope of Work/Service Name 

		Emergency Meals



		Service Detail/Unit Type

		1 Meal



		Service Description (1-2 sentences)

		Congregate meal sites serve shelf-stable meals to participants offering pick-up and delivery. 



		Estimated Persons Served

		200



		Estimated Units Provided

		3,000



		Fund Source(s) Identified

		FFCRA, CARES TIIIC1 & TIIIC2



		Budget Line Item

		Congregate Meals







		Emergency Service Summary

		



		Scope of Work/Service Name 

		



		Service Detail/Unit Type

		



		Service Description (1-2 sentences)

		



		Estimated Persons Served

		



		Estimated Units Provided

		



		Fund Source(s) Identified

		



		Budget Line Item

		







		Emergency Service Summary

		



		Scope of Work/Service Name 

		



		Service Detail/Unit Type

		



		Service Description (1-2 sentences)

		



		Estimated Persons Served

		



		Estimated Units Provided

		



		Fund Source(s) Identified

		



		Budget Line Item

		







		Emergency Service Summary

		



		Scope of Work/Service Name 

		



		Service Detail/Unit Type

		



		Service Description (1-2 sentences)

		



		Estimated Persons Served

		



		Estimated Units Provided

		



		Fund Source(s) Identified

		



		Budget Line Item
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OAA Emergency Response Service Strategies for Consideration


All OAA Title III authorities assume services are provided to individuals 60 or older except for TIIIE, which can be provided to family caregivers and Kinship caregivers age 55 and older.  The same exceptions documented in the Senior Nutrition Standards to serve people under 60 with meals apply to these funds.  Service dollars (vs. administrative dollars) may be used for infrastructure support purposes to meet emergency needs in all OAA Title III categories.   


All disaster relief services such as, but not limited to, those below can be billed under any Title 3 section during the Major Disaster Declaration (MDD) without need to transfer.  NSIP and Title 7 do not have the same flexibility.


TIIIB – Supportive Services, discretionary fund source.  Typically used for access services, in-home services, legal, and other community-based services.  When a provider has Title IIIB services in their contract, these funds may be used to provide any emergency service deemed necessary by the AAA.  For example, this title may be used for a transportation provider that repurposes their work to provide home delivered meals.  Reporting for this service may be tracked as “Emergency Meals” in CLC GetCare assigned to the transportation provider under the “COVID-19 Response” program code.    


 TIIIC – Nutrition Services can support meals or meal equivalents or meet emergency service needs as deemed necessary by the AAA in consultation with Senior Nutrition providers.  For example, this may include infrastructure support such as freezers, delivery vans, and other equipment that results in providing meals or meal equivalents, or grocery delivery to seniors experiencing food insecurity.  Disaster relief meals are not required to meet dietary reference intake (DRI) requirements; however, ACL encourages the use of DRIs and dietary guidelines for Americans (DGA) to maintain health and manage chronic disease.  Frequency of meals under this title may be adjusted to address appropriate emergency response efforts.  When serving multiple meals at a time, providers should couple this with regular check-in calls with recipients whenever possible, which may be funded under TIIIC.  Home delivered meals under TIIIC2 may be provided to participants who are homebound due to social distancing measures. A functional assessment of ADL and IADLs is not necessary.   


To meet increased demand for HDMs, AAAs may want to develop new providers, like restaurants, airline caterers, hotel/conference centers, casinos, prison industry, or local schools.  


TIIID – Evidence-based programs modified to offer within social distancing parameters such as the Chronic-Disease Self-Management Program, A Matter of Balance, or Powerful Tools for Caregivers offered over video chat.  Also, if a provider has TIIID funding in their contract that can be repurposed to meet emergency needs as determined by the AAA, the services can be charged to any open COVID funding under any T3 section during the MDD.


TIIIE – Family Caregiver Support Program services modified to offer within social distancing parameters.  For example telephonic respite or counseling services, virtual caregiver or kinship support groups or training, or supplemental services such as personal protective equipment or meals for caregivers and their family members may fit within this title.  When a provider has Title IIIE services in their contract, these funds may be used to provide any emergency service deemed necessary by the AAA.
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COVID-19 Response Contract Statement of Work Revised 4/17/2020

1. Funding

The FFCRA includes funding under the following Older Americans Act Titles:

Title III-C1 Congregate Meals

Title III-C2 Home Delivered Meals

The CARES Act includes funding in this contract under the following Older Americans Act Titles. 

Title III-B Home and Community Based Services

Title III-C Nutrition Programs

Title III-E National Family Caregiver Support Programs

Title VII Ombudsman 

The legislation allows the following flexibilities:

[bookmark: _GoBack]While the Major Disaster Declaration (MDD) is in effect for Washington State, AAAs can use any Part of any FFCRA or CARES to pay for any emergent needs.  Once the MDD ends, AAAs will have the ability to transfer between funding sources as described in the management bulletin released for this funding.

Individuals who are homebound for social distancing purposes may be considered eligible for home delivered meals regardless of state or local policies

Waiver of dietary guidelines so networks can provide available meals to recipients.  

Additional flexibilities and guidance are in MB H20-015 and other management.

Reporting and Area Plan Amendments.

Area Plan Amendments are not required to address community needs as a result of the coronavirus response.  Response efforts may include services not currently identified in the approved Area Plan, for example, using Title IIIE or Title IIIB funds for a telephonic reassurance program.  

The AAA will report a brief service description, anticipated number of individuals served, and anticipated units delivered to their AAA Specialist upon implementation.  The AAA will not wait for nor receive approval from ALTSA to proceed. An optional template is provided in Exhibit F, Emergency Service Summary.

The AAA will report the following information on services delivered in CLC GetCare.  At minimum, the AAA will report aggregate # of clients and # units provided by month for each service provided.  Whenever possible, standard data elements will be entered into GetCare per MB H19-005 NAPIS Reporting unless an exception exists, (for example, no assessment required for home delivered meals) including:  

Basic client demographics; 

Scope of work, COVID-19 Response program code, service detail;

Start and end date of service enrollment; and

Units of service by month.

     Administration and Matching Fund Requirements.

Up to 10% of funding can be spent on administration.    

25% match is required for administration expenditures.

No match is required for services expenditures.
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Using Issue Manager to Update or Add Services (COVID-19 Response) 



To update existing or add new Service Sets to engage COVID-19 Response as a program line, follow steps below:

Open Issue Manager in GetCare by selecting the Note icon from the top banner.  In the overlay that appears select ‘Add New Issue’.  On the Issue Manager form, select: 

1. Type:  Modification 

2. Name of User:  Enter User’s Last/First name and then select name from the ajax list. 

3. What Module:  Choose ‘CLC Set’ and then Service Enrollments

4. Priority:  Select “highest” option based on when the new service will be used.

5. Summary:  Enter ‘Update Service Set – COVID-19 Response’

6. Description:  Here you can enter the existing service set details as indicated below or you can attach a separate document with the details included.   Here you will be changing just the program line to include “COVID-19 Response”.  

7. Select ‘Submit’.

Resource Note: The ‘GetCare Master Services List 03.16.2020’ is available to download from the GetCare Help Library under Service Recording topics.  You can refer to existing service set details to help with adding or updating services to be associated to COVID-19 Response. 

[image: ]

Updating Existing Service Sets/Providers with a new program type, please supply the following:

· Name of the Provider 

· Service Sets that should be available under that provider: 

Scope of Work; 

Program:  COVID-19 Response

Service Detail 

Start Date 

If adding New Providers/Services, include details listed above along with the Providers Start/End dates.
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Recording Non-Registered/Aggregate Services in GetCare



When offering a service not currently identified in CLC GetCare to respond to the COVID-19 pandemic, add a new Service Set in CLC GetCare using issue manager with the “COVID-19 Response” program code.  Data should be entered to coincide with billings submitted to ALTSA.  If necessary to record services delivered as an aggregate count, use the Non-registered services guidance below to track number of persons served and units delivered for each month in the FFY.  An I&A Call Outcome for COVID-19 Response will also be available for use in lieu of aggregate service recording for I&A.  

To record units for Non-Registered services, the first part of the process is the same as the Client Based Services. Go to Operations and then Service Recording.

[image: ]

On the service Recording screen:

1. Select ‘Monthly Service Recording’ option and month you are entering units for.

2. Select Region/Provider and Scope of Work Details related to Covid-19 Response

3. Select ‘Apply’ to populate the service recording screen details.

[image: ]

Once the details populate, select the Non-Registered link.

[image: ]



In the overlay that pops up, enter the total number of unduplicated participants served in the month, using the field ‘Newly Enrolled in the FY (Unduplicated)’.  Select ‘Save’ to close the overlay and return to the Service Recording screen.  

[image: ]

[image: ]Here you will enter the units provided during the month for the associated service (Scope of Work).  When completed select ‘Save’ again so the units will populate to the Total Units as noted below. 
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