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ASSESSING HOURS FOR ACTIVITIES OF DAILY LIVING

How many hours PER DAY does it take for the caregiver to complete the following tasks with
the participant?

Bathing

Dressing and Undressing

Toileting tasks

Feeding and meal preparation — children cannot bill for meal preparation

Mobility and Transfers
Household chores and laundry — depending on the child’s age, they cannot bill for

S

household chores and laundry
7. Transportation— children cannot bill for transportation unless it’s to medical

appointments that are related to their waiver diagnosis
8. Medication management — children cannot bill for medication management

SEE THE FOLLOWING TWO PAGES REGARDING AGE—APPROPRlATE ASSISTANCE FOR
CHILDREN



o

]

Bathing:
o At some point, your child is old enough to bathe themselves. When exactly that
happens, "depends on the child’'s maturity and desire for privacy,” says Dr. Lysouvakon,
"some kids can bathe as early as 5 or b years of age, but many experts recommend solo
bathing at 8 years of age. M:,//www.parents.cum!heallh@aienefan—age—by;gge_—_

guide-to—your-kids—
hygiene/# e text=At%20some %2 Opoint%2C%:2 Ovour%20child,at%208%20yea rs%200f%2

Qage.
Grooming:
o Teeth:

a At around the age of eight years, children have developed the fine motor skills
needed for tooth brushing. However, supervision is often needed past this age
until you are sure they can do it well by themselves.
httgs:,{(www.betterhealth.vic.gov.au}health conditionsandtreatments/toothbru

shing-children
o Thisis when they can completely do it on their own without any
assistance but supervision.

= ‘Many children become ready to brush their own teeth between age 6 and 9.
However, it's not strictly about age. Rather, there are certain skills that they
need to develop in order to be independent brushers: Dexterity: Little hands
sometimes have a hard time wielding a toothbrush as effectively as an adult.
https:ﬁ'drnoanogosoediatricdentistrv.comlwhen—can-vour—child-brush—
solo/H:"‘:text=|\/lanv%EOchildren%ZObecome%ZOready%20to,as%20effecti\.*ely%
20as%20an%20adult. '

o hl:tps:ﬁwww‘choc.0rg;’wp;'wr3~content;‘uploadslzmdflllﬂehab-
Devr—:logmental-groominp,—skills.p_d{

o Hair:

s Could not find a good resource link for this. But | did see on Reddit that some
said 5-7 years old.
ilt_t_gg{/www.reddit.com,’rXParenﬁng/comments/rutﬁgfwhat age should kids

brush their _own hair/?rdt=35512

s There’s no definitive answer to this question, as it will ulimately depend on
each individual child’s maturity level and ability to follow instructions. However,
a good general rule of thumb is to start around age 4 or 5. Of course, you'll still
need to help out with the prushing process for a while, especially if your child
has long or thick hair. But once they reach the age of 4 or 5, they should be able
to start taking on more of the responsibility themselves.
hrtps:ﬁwww.becklevbuuﬁque,com/at—what-aﬁe-should—a—child-start-bruskmg;
their-own-haiz/

o httgs:/!wwwAchoc.oﬂz_/wp/wD-content,ldoads,ﬂ’ZDM/ll/Rehab—,

Develogmental—groomin&ski!ls_.p_d_f_




o Dressing:

O

o Eating:

By ages 4 or 5 most young children are beginning to fully dress themselves but they still
need help with some buttons and zippers occasionally. Children this age are also
typically capable of putting on their own accessories, including belts and shoes.
‘nttps:/;'www‘kidpik.con*./blog/what-age-shouId-a—child-dress-
themse!ves#:N:text=Bv%ZUages%ZOll%ZOor%ZOS,accessorius%ZC%ZOinc!udina%ZOhe!ts
%20and%20shoes.
= | would like to add from my children..Emma (3) can put clothes on with
assistance from us to make sure tags are in the back. If we make sure tag isin
the back for underwear and pants, she can put her legs in and pull up. Shirt we
put her head through, and she can find her sleeves and put her arms through.
The 4-5 age is when they can do it completely without any prompts and

assistance.

By 24 months children are usually keen to feed themselves and be independent.
Between 2- and 3-years children further develop their spoon feeding skills.
https://www.nhsggc.org.uk/kids/resourcesfot—activitvim‘ormaﬁon-sheets/using—a—spoon-

information-
sheetﬂi:“‘:textsz%ZDM%ZUmonths%2Dchildren%ZOare,deuelup%20their%205poun%20

feeding%20skills.
It's usually not until between 18 and 24 months when your toddler will (slowly) master

the ability to grasp a spoon or a fork independently, use the utensil to scoop up food and
deliver the utensil to her mouth ... with or without the food still on it.
https://Www.whattoexpect.com/toddIer/eatina-and-nutrition/using—utensils-sooons—
forks#t":textzlt‘s%20usuaIIv%ZOnot%ZOUntil%2Obetween,the%20f00d%205t‘i!i%200r1%2

Qit.

o Toileting:

O

When to start potty training. Toilet training may come up during children's 18-month, 2-
year, 2%-year, and 3-year well-child visits. The average age toilet training begins in the
United States is between 2 and 3 years of age. Most children in the United States are
howel and bladder trained by 4 years of age.
https://www.healthvchildren.org/English/ages-stages/toddIer/toiIet-training/Pages/the—

right-age-to-toilet-
train .aspx#:":text=When%2Gro%ZOstart%ZO;mttv%ZOtraini ng,by%204%?2 Oyears%200f%

20age.




Justification of Hours for HCB Services — Children

Participant: Date:
Section 1
ADLs & IADLs Independent Score 0 Score 1 Score 2 Comments
(32 possible points) by age (Independent/ (Moderate {Total
Expected for Assistance) Assistance)
Age)
Bathing 6-7 yrs
Budgeting 14-16 yrs
Brushing hair/teeth 4-5 yrs
Shaving 12-14 yrs
Nail Care 10-12 yrs
Dressing/Undressing 5-6 yrs
Eating assist (hand feeding) 3-4 yrs
Meal Preparation 12-13 yrs
Medication Management 15-17 yrs
Phone assistance 11-12 yrs
Assistance with appointments 15-17 yrs
Toileting 3-4 yrs
Transfers 2-3yrs
Laundry 11-13 yrs
Chores/Cleaning 7-10 years
Mobility in the home 12-18mo
(wheelchair, cane, walker, Hoyer lift)
Total Section 1 Total:
Section 2
Needs Score 0 Score 1 Comments
(8 possible points) (No) (Yes)
Transportation to therapies/specialist?
More than 1 hospital stay last year?
Special diet? (tube feeding, supplement)
Bedbound?
Behavioral challenges?
| Elopement risk?
Communication barriers?
Uses oxygen? (Nasal cannulo, trachea)
Total Section 2 Total:

Tier 1:
Tier 2:
Tier 3:
Tier 4:

1-10 points (Client could get 0-10 hours on their plan of care)
11-20 points (Client could get 10-20 hours on their plan of care)
21-30 points (Client could get 20 to 30 hours on their plan of care)
31-40 points (Client could get 30 to 40 hours on their plan of care)




EMERGENCY BACK UP PLAN

WHO:

Name, Relation, and contact number for each backup care provider:

WHAT:

What services does the participant need help with that, if not received,
would pose a risk to their health, safety, and welfare needs? Usually those
are the tasks listed on the Plan of Care for Attendant Care or Personal
Care. List those services and who will provide them:

Does the participant have a preference as to who provides which service?

WHEN:

How long can the participant safely be without services?




OTHER IMPORTANT CONSIDERATIONS:

Is the participant utility dependent? Do they require electricity for life
saving devices? Do they require refrigeration for medications? Do they
have a generator?

What are the participant’s preferences and requirements for evacuation
during a natural or other disaster? Is the participant bedbound and living
alone and do the fire department, landlord, and police need to be notified
as part of a safety plan?

If the participant attends an Adult Day Health program, do they have a
backup plan if the agency were to unexpectedly close?




MAP2000

s First signed in initial packet when participant first starts
the waiver program

e Required to be signed every year at recerttime

o All highlighted spots must be signed or initialed and
dated

» Page 2: Authorized Medicaid Rep (as listed on Individual
Summary page in MWMA) or participant signs and dates
the first line at the bottom

e Page 2: Programrep or participant signs and dates the
middle line at the bottom

o Page 2: Case Manger signs and dates the bottom line

e Page 2:If the participantis a child, parent can sign and
date both the top and middle lines

All dates on this form must be within 60 days before the LOC
start date or on the LOC start date

The purpose of this form is to initiate services and mustbe

signed every recert



Map -2000 Commonwealth of Kentucky
(Rev 06/15) Cabinet for Health and Family Services
Department for Medicaid Services
INITIATION/TERMINATION OF CONSUMER DIRECTED OPTION (CDO)/PARTICPANT
DIRECTED SERVICES (PDS)

[ scL

[ mp

[ ucB

[] ABI

[J ABI/LTC

Member Name: Medicaid Member ID #:

Case Manager/Support Broker:

{Name) (Phone)
Provider Number:

[] Addition of CDO/PDS Services  Date: Initials:

I understand that I have the freedom to choose the Consumer Directed Option/Participant Directed
Services for some or all of my waiver services. This has been explained to me and I choose consumer
directed services. In making this decision, I understand the following terms of the program:

I understand that I may:

e Train or arrange training for employees necessary for providing care.

e Ask for a change in my Plan of Care (POC)/Support Spending Plan (SSP) if [ feel my needs have
changed.

Select a representative to help me with decisions about the CDO/PDS.

Bring whomever I want to all meetings pertaining to the CDO/PDS.

Complain or ask for a hearing if I have problems with my health care.

Voluntarily dis-enroll from the CDO/PDS Program at any time and receive my services through the
traditional waiver program.

I understand that I shall:

e Develop a POC/SSP to meet my needs within the Consumer Directed Options (CDO)/Participant
Directed Services (PDS) according to program guidelines and my individual budget.

e Hire, supervise, and when necessary, fire my providers.

e Submit timesheets, paperwork required for my employees.

e Treat my providers and others that work for the CDO/PDS program the same way I want to be
treated.

e Participate in the development of my POC/SSP and manage my individual budget.

o Complete all the paperwork necessary to participate in the CDO/PDS program, and follow all tax
and labor laws,

e Be treated with respect and dignity and to have my privacy respected.

o Keep all my scheduled appointments.

e Pay my patient liability as determined by Department for Community Based Services (DCBS),
failure to do so will result in termination from CDO/PDS.

*For addition of CDO/PDS services

Date traditional case management ends and Support Broker begins / /
Date traditional services end and CDO/PDS services begin / /

K UNBRIDLED SF'.'mTy Page 1 of 2




Map -2000 Commonwealth of Kentucky
(Rev 06/15) Cabinet for Health and Family Services
Department for Medicaid Services
INITIATION/TERMINATION OF CONSUMER DIRECTED OPTION (CDO)/PARTICPANT
DIRECTED SERVICES (PDS)

Member Name: Medicaid Member ID #
[] Representative Designation Date: Initials:
I appoint as my representative for the Consumer

Directed Option (CDO)/(PDS) Program.

(Address)
KY

(City) (Zip) (Phone)
Relationship to Consumer:

My representative and I understand the following requirements

A CDO/PDS representative must:

e Be at least 21 years of age

Not be paid for this role or for providing any other service to me

Be responsible for assisting me in managing my care and individual budget

Participate in training as directed by me and/or my support broker

Have:a strong personal commitment to me and know my preferences

Have knowledge of me and be willing to learn about resources available in my community
Be chosen by me

*For voluntary or involuntary termination of CDO/PDS service, attach revised MAP 109-Plan of Care.

[ Voluntary Termination of CDO/PDS Services  Date: Initials:

I choose to terminate my services through the Consumer Directed Option and choose to receive my
services through the traditional waiver program.

[] Involuntary Termination of CDO/PDS Services
(To be completed by the Support Broker)

Reason for termination of CDO/PDS: Traditional Provider Agency
[] Health and Safety Concerns Traditional Provider Number
[] Exceeding Individual Budget

[] Inappropriate Utilization of Funds

[] Other (Describe)|

Consumer/Guardian Signature Date
Representative Signature Date
Case Manager/Support Broker Signature Date

Page 2 of 2



MAP 531 Commonwealth of Kentucky
(10-2015) Cabinet for Health and Family Services
Department for Medicaid Services

CASE MANAGEMENT CONFLICT EXEMPTION

Conflict-Free Case Management requires that a waiver provider (including any subsidiary, partnership, not-for-profit, or
for-profit business entity that has a business interest in the provider) who renders case management to an individual, must
not also provide another waiver service to that same individual, unless the provider is the only willing and qualified
provider in the geographical area (30 miles from the participant's residence). To request an Exemption based on
geographical area, you must upload an electronic copy of this completed form to the Medicaid Waiver Management
Application (MWMA). The Department must approve Exemptions.

Participant Information:

Last Name: |First Name: [ M.L.: | SSN #:

Address (Street):

City: | state: zIp: | County Name:

Current Case Manager: Last | First Name: [
Case Manager Email:

Complete the following if requesting a Conflict-Free Case Management Exemption:
| request an exemption to Conflict-Free Case Management because:
[1] Thereis a lack of qualified case managers within thirty (30) miles of my residence; Explain:

-1 certify that my decision to keep my current case manager was not encouraged by the case manager or other staff from the case
management agency.

-I have been informed of grievance/complaint procedures.

Participant/Guardian Signature: Date:

Case Manager Signature: Date:

By electronically signing and dating this document, the Case Manager verifies that the Participant/Guardian agrees with the
information contained on both pages of this form and has electronically signed this document or if not, has signed a paper copy
which is kept with the participant’s service records.

CLEAR FORM



PDS RIGHTS, RESPONSIBILITIES, AND RISKS
STATEMENT

o Review form with participant/rep
o Participant or rep signs and dates the top line
s Legal Guardian signs and dates the middle line if

applicable
s Case Manager signs and dates the bottom line

All information on this form is important to review with

the participant or rep



Commonwealth of Kentucky
Cabinet for Health and Family Services
Department for Aging and Independent Living & Department for Medicaid Services

PARTICIPANT DIRECTED SERVICES
RIGHTS, RESPONSIBILITIES, AND RISKS STATEMENTS

| understand that | have the RIGHT to:

Choose whether an authorized service will be provided by a traditional waiver provider or through
Participant Directed Services (PDS);

Work with my support broker in developing my plan of care and support spending plan;

Have a monthly face-to-face visit with my support broker and be informed of the balance remaining in
my approved Participant Directed Services budget; and

Contact a support broker twenty-four (24) hours per day and seven (7) days per week if a need or
question arises.

| understand that | have the RESPONSIBILITY to:

Be trained to coordinate my care and manage my budget prior to beginning PDS services;
Participate in monthly face-to-face visits with my support broker;

Work with my support broker to determine my natural supports (family and friends) who can assist
me when my PDS services are not being provided;

Hire and train employees who | trust to perform the services outlined on my plan of care;

Work with my support broker to ensure my employees are cleared through the criminal background
check, Kentucky Nurse Aide Registry, Kentucky Adult Caregiver Misconduct Registry, and Central
Registry prior to starting services through PDS;

Keep up with my employees’ time and the services provided, and ensure timesheets and service
notes are documented correctly before being submitted to my support broker;

Stay within my approved PDS annual budget;

Pay my monthly patient liability on time, if applicable; and

Maintain my eligibility for Medicaid as long as | continue to meet eligibility requirements.

| understand that | have the RISK of being terminated from Participant Directed Services:

If | fail to pay monthly patient liability;

If I do not use Participant Directed Services within sixty (60) consecutive days;

If | do not make appropriate decisions concerning Participant Directed Services and place the
Participant’s health, safety, and welfare in jeopardy;

If | am non-compliant with the person-centered service plan;

If I, any of the employees, family members, or guardian may threaten or intimidate a support broker
or any other PDS staff; and

If I over-spend or mismanage the approved Participant Directed Services budget.

As the Participant or designated representative choosing Participant Directed Services, | have read the above
Rights, Responsibilities and Risks statements. | have had all my questions answered by my support broker, and |
have received a copy of these statements from my support broker. | further understand that if | submit any false
information to the Department that | am subject to criminal prosecution, jeopardize my Participant Directed Services

eligibility, and will be required to return any benefits received.

Participant/Representative Signature Date
Guardian Date
Support Broker Signature Date

Kent y )
R. 06/2016 UNERIDI.ED SPIRIT Page 1 of 1



Commonwealth of Kentucky v (
Cabinet for Health and Family Services
Department for Aging and Independent Living & Department for Medicaid Services

PARTICIPANT DIRECTED SERVICES
RIGHTS, RESPONSIBILITIES, AND RISKS STATEMENTS

| understand that | have the RIGHT to:

Choose whether an authorized service will be provided by a traditional waiver provider or through
Participant Directed Services (PDS);

Work with my support broker in developing my plan of care and support spending plan;

Have a monthly face-to-face visit with my support broker and be informed of the balance remaining in
my approved Participant Directed Services budget; and

Contact a support broker twenty-four (24) hours per day and seven (7) days per week if a need or
question arises.

| understand that | have the RESPONSIBILITY to:

Be trained to coordinate my care and manage my budget prior to beginning PDS services;
Participate in monthly face-to-face visits with my support broker;

Work with my support broker to determine my natural supports (family and friends) who can assist
me when my PDS services are not being provided;

Hire and train employees who | trust to perform the services outlined on my plan of care;

Work with my support broker to ensure my employees are cleared through the criminal background
check, Kentucky Nurse Aide Registry, Kentucky Adult Caregiver Misconduct Registry, and Central
Registry prior to starting services through PDS;

Keep up with my employees’ time and the services provided, and ensure timesheets and service
notes are documented correctly before being submitted to my support broker;

Stay within my approved PDS annual budget;

Pay my monthly patient liability on time, if applicable; and

Maintain my eligibility for Medicaid as long as | continue to meet eligibility requirements.

| understand that | have the RISK of being terminated from Participant Directed Services:

If | fail to pay monthly patient liability;

If I do not use Participant Directed Services within sixty (60) consecutive days;

If I do not make appropriate decisions concerning Participant Directed Services and place the
Participant's health, safety, and welfare in jeopardy;

If | am non-compliant with the person-centered service plan;

If I, any of the employees, family members, or guardian may threaten or intimidate a support broker
or any other PDS staff; and

If I over-spend or mismanage the approved Participant Directed Services budget.

As the Participant or designated representative choosing Participant Directed Services, | have read the above
Rights, Responsibilities and Risks statements. | have had all my questions answered by my support broker, and |
have received a copy of these statements from my support broker. | further understand that if | submit any false
information to the Department that | am subject to criminal prosecution, jeopardize my Participant Directed Services
eligibility, and will be required to return any benefits received.

Participant/Representative Signature Date
Guardian Date
Support Broker Signature Date

Kerttuck y :
R. 06/2016 UNBRIDLED SPIRIT Page 1 of 1



EMPLOYER RESPONSIBLITIES AND EXPECTATIONS

o Review form with participant. Sections highlighted
are things you wantto malke sure you discuss with
the participant/rep

s Last page should be signed as stated. Only the top
section or bottom section should be completed
according to whether the participant has arep

s |f the participanthas a Legal Guardian, they
should sign the Guardian line



Commonwealth of Kentucky
Cabinet for Health and Family Services
Department for Aging and Independent Living

Participant Directed Services (PDS)

Employer Responsibilities and Expectations

As a participant or an appointed representative, you are in charge of services; you are to carry out employer related
duties to ensure the program is being utilized properly. This form may serve as a guide for how you direct the

program.

Service Plan:

Employees:

Responsibilities

The acting employer ensures the needs, goals, and duties follow Person Centered Principles. This
means each duty and goal has been carefully considered and the participant’s wishes and desires,
and best interests are first and foremost. Should a need arise that has not been addressed in the
service plan, you are responsible for identifying this with the case manager/service advisor to
consider if changes are necessary. This enables you to have a basis for job expectations and job
duties for employees you oversee.

There are several aspects regarding employees for which you need to be aware. Many of them are
listed in this section.

Recruiting:

Interviewing:

Job
Expectations:

Disciplinary
Action:

You will be responsible for finding employees. You may find employees by
many means, utilizing any internet sources, advertising on radio, newspaper, TV,
flyers, word of mouth, or through organizations; it is your choice how you
pursue employees.

It is highly advised each employee go through a screening process. Should you
choose to interview candidates, it is recommended you determine the availability
of the candidate, the experience the candidate may have with any vulnerable
population, any education or training the candidate may have received, and skills
that may be relevant to the job. It is highly advised you avoid questions
pertaining to characteristics that are unrelated to job performance, such as
religion, age, sexual orientation, as these can lead to discrimination claims.

Candidates are required to complete an application, background checks,
screenings, and trainings to be qualified. You are responsible as an Employer of
Record for the fees associated with these qualifications.

It is highly advised each employee be provided with a written or typed copy of
job expectations and duties. These may include but not limited to: promptness,
personal conduct while in the home/out in the community, how duties should be
conducted for/ assisted with the participant, and others you feel are appropriate
to the situation.

In order to provide faimess to an employee, you should ensure you have a
procedure in place for various events or causes of inadequate employment
performance. It is highly advised you provide a written or typed copy of what
warrants a verbal warning, a written warning, suspension, or termination of
employment, or other means of disciplinary action. This provides clear
instruction to the employee of your expectations, as well as supports you should
unemployment claims be filed against you.

Page 10f5



Employee
Requirements:

Authorizing
Time:

Commonwealth of Kentucky
Cabinet for Health and Family Services
Department for Aging and Independent Living

Your employees are responsible for submitting timesheets, including service
documentation, for each day services are provided. You are responsible for
authorizing that services were performed to your satisfaction, as well as meeting
the terms of the service plan. Should you disagree with the hours performed or
the statements of the duties provided, you should speak with your employee
immediately to determine if revisions can be agreed upon. Should an agreement
not be reached, you may need to consult with the Department of Labor to resolve
the situation.

Before employees can begin under PDS, the following requirements must be completed:

Criminal
Record
Check:

Nurse Abuse
Registry:

Kentucky
Adult

Caregiver
Misconduct

Registry:
Central

Registry
Check:

The Administrative Office of the Courts (AOC) is the only required criminal
background check for employees. The fee is twenty ($20) dollars. An employee
is prohibited from employment through PDS if results reveal a conviction
specified in the waiver’s respective regulation. You as an employer may decide
to move forward with a potential employee if other convictions are revealed in
those results.

An employee must have results of a check from the Nurse Abuse Registry; this
may be completed online through the Kentucky Board of Nursing. Your case
manager/service advisor may complete this check using any known names of the
employee. If results reveal the employee is identified as being on the registry,
the employee is prohibited from employment through PDS,

An employee must have results from the Kentucky Adult Caregiver Misconduct
Registry. The check can be done online and not show any results. If any results
are shown, then that employee is not eligible to work.

This is a requirement for employees with participants on all waivers. Results
will be sent to the case manager/service advisor agency. The fee is ten ($10)
dollars. This check must be completed before starting employment for MPW (or
within thirty (30) days of starting employment for ABI-A, ABI-LTC, HCB or
SCL waivers); should results not return within that timeframe, the employee is
considered suspended from PDS payment until results are obtained. If results
reveal the employee is identified as being on the registry, the employee is
prohibited from employment through PDS.

*Note: Your employee may need to complete an out-of-state equivalent to these background
checks if the potential employee has lived or worked outside the state of Kentucky within the last

year.

Training:

Screenings:

An employee is required to complete specific trainings; this depends upon which
waiver for which you are enrolled. Your case managet/service advisor will
guide you on what the trainings are, when they are due, and if they need to be
renewed.

Tuberculosis (TB) screening and a drug screening may be required; this depends
upon which waiver you are enrolled in. Your case manager/service advisor will
guide you on whether these are required, when they are due, and if they need to
be renewed.

Page 2 of 5



Annual Budget:

Employer
Taxes:

Services
Available:

Wages
Available:

Hours Worked:

Commonwealth of Kentucky
Cabinet for Health and Family Services
Department for Aging and Independent Living

A participant is able to access a dollar amount or units of service, expressed in hours, as long as
medical Level of Care is met, Financial Eligibility is maintained and a prior authorization is
active. This authorization may be renewed annually. The authorization is used to cover
employees’ wages for hours worked, and employer taxes incurred. A dollar amount may be
requested to set aside for Goods and Services if necessary. Additional funding may be necessary
to cover the care that is not addressed in the service plan; speak with a case manager/service
advisor to further understand these circumstances.

As an Employer of Record, you are responsible to the federal, state, and local government for any
taxes associated with operating a business with employees. Your case manager/service advisor
works in close connection with the Financial Management Agent (FMA) to provide detailed
information about what dollars are submitted for federal and state unemployment taxes, FICA
(Federal Insurance Contributions Act), and any local taxes associated with a city or county for
which the participant resides. The FMA will express these taxes in a percentage that is added to
the employees’ wages as they submit timesheets. Percentages vary across the state depending on
the participant’s circumstance and changes in state and federal law, but the typical percentage is
around 11.30% (this percentage is tacked on to every dollar utilized for employees’ wages for
billing through the FMA). This percentage can change annually, depending on any changes in
federal tax laws; be aware these potential changes in federal tax will impact the amount of dollars
you have available for employees from year to year. Because where you live may impact this
percentage, the FMA will determine the exact percentage as part of your budget.

Unemployment awarded to any employee through a formal dispute of termination will increase
your state unemployment tax rate, reducing the amount of dollars available for services fulfill the
service plan, and possibly reducing the maximum wage payable to employees. It is highly
advised to review the Job Expectations, Disciplinary Action, and Authorizing Time sections of
this form to minimize the risk of this increase.

The enrolled waiver has services defined in a very specific manner to meet your needs. Each of
these services has a limit as to how many dollars can be accessed per hour, along with other limits
as to how the service can be accessed. It is best to know what is available that may be at your
disposal to best provide care. Your case manager/service advisor is available to provide details of
these services.

As required by the Federal Labor Standards Act, you must offer employees a minimum of $7.25
per hour; be aware this may change in the future. You must also be aware of the highest dollar
amount you can provide, as described in the last section, each service has a different limit. The
wage limit you provide may be influenced by employer tax rate that is mentioned above in the
section Employer Taxes.

You are in charge of setting times for when your employees are scheduled to work. It is best
practice to work with an employee to schedule at least one (1) week ahead of time. Should
scheduling need to change, it is also best practice to notify any changes to that schedule
immediately, as unexpected or repeated disruptions can lead employees to search for employment
elsewhere due to unpleasant working conditions. It is best to stay informed with your case
manager/service advisor at least monthly to have a strong understanding of hours you have
available for the following weeks and months, as well as understand how are hours are being
spent among your employees.

Page 3 of 5



An example in
motion:

Communication
and
Attendance:

Program
Integrity:

Commonwealth of Kentucky
Cabinet for Health and Family Services
Department for Aging and Independent Living

For MP, ABI, and ABI-LT participants only. You’ve got an employee set up, and you have a
budget, but how does this work? A key factor in this process is always keeping in mind that, if
you increase pay rate, or if tax rate increases, you will have to reduce your hours in order to
remain within the issued annual budget. The same thing applies for the amount of hours worked;
if you increase the amount of hours, you must decrease the pay rate of employees in order to stay
within the issued annual budget.

You have an employee assigned at $10.00 per hour; your annual budget is $4,000.00; the case
managet/service advisor has informed you that your employer tax rate is 11.24%; so how many
hours can you have your employee work?

Since we have to designate 11.24% toward employer taxes, you must set aside $449.60 for these
taxes over the course of the year. This leaves your participant with $3,550.40 to utilize yearly.
Over 12 month span, a participant would average $295.86 worth of services toward this
employee. At $10.00 per hour, the participant would have 29.5 hours of services on average per
month..

Expectations

As the acting employer, you are considered the employer of record, therefore you have direct
oversight of the employees and the responsibility of ensuring the service plan is followed. Should
questions arise by the FMA or the case manager/service advisor, they will be expecting you to
answer questions about the program operations or about an employee. Employees should only
be bringing business concerns to you and not to the case manager/service advisor or the FMA.
You must communicate well with your case manager/service advisor in order to establish and
maintain fluid operation of PDS.

As a participant or as a representative, you are required to meet with a case manager/service
advisor for a face to face visit to discuss how services are being performed. The case
manager/service advisor will inform you of how often you need to meet, and what locations are
acceptable. Failure to do so can lead to termination from the program.

A participant may be subject to disciplinary action within the program for various reasons. You
have the responsibility to understand what may warrant a Corrective Action Plan (CAP) so that
services are not in jeopardy of being lost in the home. Examples can be: Not following the
service plan; failure to pay patient liability; a participant, family member, employee, or other
person threatening or intimidating a case manager/service advisor or other program staff; the
participant needs more care than the program can provide; prohibiting the case manager/service
advisor or other staff from performing regulatory requirements. It is highly advised to have a
detailed conversation with your case manager/service advisor about these and other possible
scenarios.
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Cabinet for Health and Family Services
Department for Aging and Independent Living

Please choose from either option below.

[0 I have read this Employer Responsibilities and Expectations statement. I shall be acting as my own
employer. In the future I may choose to appoint a representative at any point in time to act on my behalf.
Should I have questions regarding any of the topics referenced above, or other concers, I will address
them with the case manager/service advisor with whom I am working for clarification.

Participant’s Signature Date Participant (print name)

. ; Guardian (print name
Guardian’s Signature Date ® )

Case Mgr./Service Adv. Signature Date Case Mgr./Service Adv. (print name)

[0 I have read this Employer Responsibilities and Expectations statement. I choose to appoint the person
named below to act on my behalf for all program decisions. In the future I may choose to change the
appointed person at any point in time.

Represcntative’s Signature Date Representative (print name)

Participant/Guardian’s Signature Date Participant/Guardian (print name)

Case Mgr./Service Adv. Signature Date Case Mer./Service Adv. (print name)
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Cabinet for Health and Family Services :

Department for Aging and Independent Living

Participant Directed Services (PDS)

Employer Responsibilities and Expectations

As a participant or an appointed representative, you are in charge of services; you are to carry out employer related
duties to ensure the program is being utilized properly. This form may serve as a guide for how you direct the

program.

Service Plan:

Employees:

Responsibilities

The acting employer ensures the needs, goals, and duties follow Person Centered Principles. This
means each duty and goal has been carefully considered and the participant’s wishes and desires,
and best interests are first and foremost. Should a need arise that has not been addressed in the
service plan, you are responsible for identifying this with the case manager/service advisor to
consider if changes are necessary. This enables you to have a basis for job expectations and job
duties for employees you oversee.

There are several aspects regarding employees for which you need to be aware. Many of them are
listed in this section.

Recruiting:

Interviewing:

Job
Expectations:

Disciplinary
Action:

You will be responsible for finding employees. You may find employees by
many means, utilizing any internet sources, advertising on radio, newspaper, TV,
flyers, word of mouth, or through organizations; it is your choice how you
pursue employees.

It is highly advised each employee go through a screening process. Should you
choose to interview candidates, it is recommended you determine the availability
of the candidate, the experience the candidate may have with any vulnerable
population, any education or training the candidate may have received, and skills
that may be relevant to the job. It is highly advised you avoid questions
pertaining to characteristics that are unrelated to job performance, such as
religion, age, sexual orientation, as these can lead to discrimination claims.

Candidates are required to complete an application, background checks,
screenings, and trainings to be qualified. You are responsible as an Employer of
Record for the fees associated with these qualifications.

It is highly advised each employee be provided with a written or typed copy of
job expectations and duties. These may include but not limited to: promptness,
personal conduct while in the home/out in the community, how duties should be
conducted for/ assisted with the participant, and others you feel are appropriate
to the situation.

In order to provide fairness to an employee, you should ensure you have a
procedure in place for various events or causes of inadequate employment
performance. It is highly advised you provide a written or typed copy of what
warrants a verbal warning, a written warning, suspension, or termination of
employment, or other means of disciplinary action. This provides clear
instruction to the employee of your expectations, as well as supports you should
unemployment claims be filed against you.
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Employee
Requirements:

Authorizing
Time:

Commonwealth of Kentucky
Cabinet for Health and Family Services
Department for Aging and Independent Living

Your employees are responsible for submitting timesheets, including service
documentation, for each day services are provided. You are responsible for
authorizing that services were performed to your satisfaction, as well as meeting
the terms of the service plan. Should you disagree with the hours performed or
the statements of the duties provided, you should speak with your employee
immediately to determine if revisions can be agreed upon. Should an agreement
not be reached, you may need to consult with the Department of Labor to resolve
the situation.

Before employees can begin under PDS, the following requirements must be completed:

Criminal
Record
Check:

Nurse Abuse
Registry:

Kentucky
Adult

Caregiver
Misconduct

Registry:
Central

Registry
Check:

The Administrative Office of the Courts (AOC) is the only required criminal
background check for employees. The fee is twenty ($20) dollars. An employee
is prohibited from employment through PDS if results reveal a conviction
specified in the waiver’s respective regulation. You as an employer may decide
to move forward with a potential employee if other convictions are revealed in
those results.

An employee must have results of a check from the Nurse Abuse Registry; this
may be completed online through the Kentucky Board of Nursing. Your case
manager/service advisor may complete this check using any known names of the
employee. If results reveal the employee is identified as being on the registry,
the employee is prohibited from employment through PDS.

An employee must have results from the Kentucky Adult Caregiver Misconduct
Registry. The check can be done online and not show any results. If any results
are shown, then that employee is not eligible to work.

This is a requirement for employees with participants on all waivers. Results
will be sent to the case manager/service advisor agency. The fee is ten ($10)
dollars. This check must be completed before starting employment for MPW (or
within thirty (30) days of starting employment for ABI-A, ABI-LTC, HCB or
SCL waivers); should results not return within that timeframe, the employee is
considered suspended from PDS payment until results are obtained. If results
reveal the employee is identified as being on the registry, the employee is
prohibited from employment through PDS.

*Note: Your employee may need to complete an out-of-state equivalent to these background
checks if the potential employee has lived or worked outside the state of Kentucky within the last

year.

Training:

Screenings:

An employee is required to complete specific trainings; this depends upon which
waiver for which you are enrolled. Your case manager/service advisor will
guide you on what the trainings are, when they are due, and if they need to be
renewed.

Tuberculosis (TB) screening and a drug screening may be required; this depends
upon which waiver you are enrolled in. Your case manager/service advisor will
guide you on whether these are required, when they are due, and if they need to
be renewed.
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Annual Budget:

Employer
Taxes:

Services
Available:

Wages
Available:

Hours Worked:

Commonwealth of Kentucky
Cabinet for Health and Family Services
Department for Aging and Independent Living

A participant is able to access a dollar amount or units of service, expressed in hours, as long as
medical Level of Care is met, Financial Eligibility is maintained and a prior authorization is
active. This authorization may be renewed annually. The authorization is used to cover
employees’ wages for hours worked, and employer taxes incurred. A dollar amount may be
requested to set aside for Goods and Services if necessary. Additional funding may be necessary
to cover the care that is not addressed in the service plan; speak with a case manager/service
advisor to further understand these circumstances.

As an Employer of Record, you are responsible to the federal, state, and local government for any
taxes associated with operating a business with employees. Your case manager/service advisor
works in close connection with the Financial Management Agent (FMA) to provide detailed
information about what dollars are submitted for federal and state unemployment taxes, FICA
(Federal Insurance Contributions Act), and any local taxes associated with a city or county for
which the participant resides. The FMA will express these taxes in a percentage that is added to
the employees’ wages as they submit timesheets. Percentages vary across the state depending on
the participant’s circumstance and changes in state and federal law, but the typical percentage is
around 11.30% (this percentage is tacked on to every dollar utilized for employees® wages for
billing through the FMA). This percentage can change annually, depending on any changes in
federal tax laws; be aware these potential changes in federal tax will impact the amount of dollars
you have available for employees from year to year. Because where you live may impact this
percentage, the FMA will determine the exact percentage as part of your budget.

Unemployment awarded to any employee through a formal dispute of termination will increase
your state unemployment tax rate, reducing the amount of dollars available for services fulfill the
service plan, and possibly reducing the maximum wage payable to employees. It is highly
advised to review the Job Expectations, Disciplinary Action, and Authorizing Time sections of
this form to minimize the risk of this increase.

The enrolled waiver has services defined in a very specific manner to meet your needs. Each of
these services has a limit as to how many dollars can be accessed per hour, along with other limits
as to how the service can be accessed. It is best to know what is available that may be at your
disposal to best provide care. Your case manager/service advisor is available to provide details of
these services.

As required by the Federal Labor Standards Act, you must offer employees a minimum of $7.25
per hour; be aware this may change in the future. You must also be aware of the highest dollar
amount you can provide, as described in the last section, each service has a different limit. The
wage limit you provide may be influenced by employer tax rate that is mentioned above in the
section Employer Taxes.

You are in charge of setting times for when your employees are scheduled to work. It is best
practice to work with an employee to schedule at least one (1) week ahead of time. Should
scheduling need to change, it is also best practice to notify any changes to that schedule
immediately, as unexpected or repeated disruptions can lead employees to search for employment
elsewhere due to unpleasant working conditions. It is best to stay informed with your case
manager/service advisor at least monthly to have a strong understanding of hours you have
available for the following weeks and months, as well as understand how are hours are being
spent among your employees.
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Department for Aging and Independent Living

For MP, ABI, and ABI-LT participants only. You’ve got an employee set up, and you have a
budget, but how does this work? A key factor in this process is always keeping in mind that, if
you increase pay rate, or if tax rate increases, you will have to reduce your hours in order to
remain within the issued annual budget. The same thing applies for the amount of hours worked,;
if you increase the amount of hours, you must decrease the pay rate of employees in order to stay
within the issued annual budget.

You have an employee assigned at $10.00 per hour; your annual budget is $4,000.00; the case
manager/service advisor has informed you that your employer tax rate is 11.24%; so how many
hours can you have your employee work?

Since we have to designate 11.24% toward employer taxes, you must set aside $449.60 for these
taxes over the course of the year. This leaves your participant with $3,550.40 to utilize yearly.
Over 12 month span, a participant would average $295.86 worth of services toward this
employee. At $10.00 per hour, the participant would have 29.5 hours of services on average per
month..

Expectations

As the acting employer, you are considered the employer of record, therefore you have direct
oversight of the employees and the responsibility of ensuring the service plan is followed. Should
questions arise by the FMA or the case manager/service advisor, they will be expecting you to
answer questions about the program operations or about an employee. Employees should only
be bringing business concerns to you and not to the case manager/service advisor or the FMA.
You must communicate well with your case manager/service advisor in order to establish and
maintain fluid operation of PDS.

As a participant or as a representative, you are required to meet with a case manager/service
advisor for a face to face visit to discuss how services are being performed. The case
manager/service advisor will inform you of how often you need to meet, and what locations are
acceptable. Failure to do so can lead to termination from the program.

A participant may be subject to disciplinary action within the program for various reasons. You
have the responsibility to understand what may warrant a Corrective Action Plan (CAP) so that
services are not in jeopardy of being lost in the home. Examples can be: Not following the
service plan; failure to pay patient liability; a participant, family member, employee, or other
person threatening or intimidating a case manager/service advisor or other program staff; the
participant needs more care than the program can provide; prohibiting the case manager/service
advisor or other staff from performing regulatory requirements. It is highly advised to have a
detailed conversation with your case manager/service advisor about these and other possible
scenarios.
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Commonwealth of Kentucky
Cabinet for Health and Family Services
Department for Aging and Independent Living

Please choose from either option below.

00 T have read this Employer Responsibilities and Expectations statement. I shall be acting as my own
employer. In the future I may choose to appoint a representative at any point in time to act on my behalf.
Should I have questions regarding any of the topics referenced above, or other concerns, I will address
them with the case manager/service advisor with whom I am working for clarification.

Participant’s Signature Date Participant (print name)
Guardian’s Signature Date Suardian (prntinaric)
Case Mgr./Service Adv. Signature Date e Mexd Senvice LGy, (printjnanic)

[0 I have read this Employer Responsibilities and Expectations statement. I choose to appoint the person

named below to act on my behalf for all program decisions. In the future I may choose to change the
appointed person at any point in time.

Representative’s Signature Date Representative (print name)

Participant/Guardian’s Signature Date Participant/Guardian (print name)

Case Mgr./Service Adv. Signature Date Case Mgr./Service Adv. (print name)
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MAP - 116 Commonwealth of Kentucky
(05/2015) Cabinet for Health and Family Services
Department for Medicaid Services

Service Plan - Participant Authorization
Participant

U Igive approval to share the service plan

LI I, my Authorized Representative, and/or Legal Guardian have signed the Service Plan signature
sheet

L1 I certify that | and/or my Legal Representative have been informed of waiver services

U lunderstand that under the waiver programs, | may request services from any Medicaid
provider qualified to provide the service and that a listing of currently enrolled Medicaid
providers may be obtained from Medicaid services

0 Icertify that | have made an informed choice when selecting services and supports and the
providers/employees to provide each service, as well as the setting of each service

First Nama>< Middle Initial Last Name><

Signature X Date: x

Services AND Units that are being requested:

LOC Date-

Service Advisor Signature:

Date



This document is to remain on file with the MAP 116.

HCB2 regulations require that all providers be present during the Person-

Centered Plan Meeting. Please print your name and sign below.

Level of Care (LOC) Date

manager)

(to be completed by the case

Provider Title Print Name

Signature

Date

KIPDA Case Manager

Participant/Consumer

y’

.

X X

»
#

Services Requested # of Units

Services Requested

# of Units




Commonwealth of Kentucky
Cabinet for Heallh and Family Services
Department for Aging and Independent Living & Department for Medicaid Services
PARTICIPANT DIRECTED SERVICES
PARTICIPANT/REPRESENTATIVE TRAINING VERIFICATION

As the participant or designated representative, | certify that prior to direct services being
initiated, | received training on:

e Principles of Self-Determination:

= Employee Contracts;

» Employee Background Checks;

o Timesheets;

= Budget Management Responsibilities;

= Person-Centered Planning;

¢ Fraud, Abuse, Neglect, and Exploitation;

s Corrective Action Plans;

+ Potential Terminations; and

* Any additional topics required by my support brokerage agency, DAIL or DMS.
Participant Signature Date
Representative Signature (if applicable) Date
Support Broker Signature Date

R. 06/2016 Page 1 of 1



Commonwealth of Kentucky
Cabinet for Health and Family Services
Department for Aging and Independent Living & Department for Medicaid Services

PARTICIPANT DIRECTED SERVICES
EMPLOYEE TRAINING VERIFICATION

As a chosen employee, | certify that prior to direct services being initiated, | received training
from my employer or in the presence of my employer on:

Principles of Self-Determination;

Employee Contracts;

Employee Background Checks;

Timesheets;

Person-Centered Planning;

Fraud, Abuse, Neglect, and Exploitation; and

Any additional topics required by my support brokerage agency, DAIL, DMS or employer.

e @ o & o 2 o

Employee Signature Date
Participant/Representative/Employer Signature Date
Support Broker Signature (if applicable) Date

TEAM
Rev. 12/2020 KENTUCKY Page 1 of 1



EMPLOYEE CONTRACT
NOT REQUIRED UNLESS THERE ARE CHANGES

e Employee name is listed first

e The participantis the employer

» Make sure to fill in last four digits of the
employee’s social security number and the
participant/employer Medicaid ID number

» Financial Management Agency Name Is KIPDA
o Case Manager Agency Name is KIPDA

o All services the employee is being contracted to

provide must be listed under Service Provided

o |fthere is no End Date listed on the contract, a
contract does not need to be signed yearly

e The employee checks off the boxes on page 2

e The participant/rep/employer checks off the boxes
on page 3

e Page 4is areference page foryou for listing the
Service Codes on the first page of the contract



Kentucky Participant Directed Services (PDS)
Employee/Provider Contract

| (employee name) , last four of Social Security Number

have agreed to work under the employment of (employer name/waiver participant name)
Medicaid ID

| understand that, as a waiver participant, | can choose a PDS representative to help me with my

responsibilities as an employer.

Participant Directed Services Representative Name (if applicable)

Financial Management Agency Name

Case Manager Agency Name

Services delivered under this contract will consist of the following:

Service Rate Per Hours  Anticipated

- Service Provided Code Hour Per Week Start Date*

End Date**

*Anticipated start date should reflect the date services are anticipated to begin.
** Only complete end date if the employee stops providing the service.

Please see the attached list for a list of services available via PDS. For a full waiver service listing and max

rates, please see the Home and Community Based Services Waiver Rates document on
hitps://www.chfs. ky.qov/agencies/dms/Pages/feesrates.aspx.

Version 1

05/03/2024



Kentucky Participant Directed Services (PDS)
Employee/Provider Contract
As the employee:

| agree to provide the services as specified by my employer (the waiver participant) as defined in the
table above.

I'understand civil or criminal penalties can be pursued and termination from employment can occur if
allegations of fraud against the Department for Medicaid Services are substantiated.

| understand that | shall not be allowed to provide services based on the results of my background
check, all applicable screenings and/or failing to complete trainings/certifications required by my
employer (the waiver participant).

| understand that under KRS 205.5607 (Kentucky Independence Plus Through Consumer Directed
Services Program) Workers Compensation (KRS Chapter 342) shall not apply to my employment as a
PDS employee. This means that neither the state, nor any state agency, nor political subdivision, nor
any fiscal intermediary, nor representative, nor case manager can be held liable for any injuries or
losses | may incur while providing services.

r_—l I understand that | must maintain employee/employer confidentiality.

D | understand this is an at-will contract and either party may terminate this agreement at any time.
| understand that | must notify my employer (the waiver participant) of the contraction of any infectious
disease(s) and | shall abstain from work until the infectious disease can no longer be transmitted as

documented by a medical professional.

| agree to follow all relevant state and federal statutes and regulations, including the use of Electronic
Visit Verification.

I'have received and fully understand the list of employment guidelines and will follow them to the best

of my ability. | further understand that any or all items of this contract may be subject to renewal or
change upon agreement by my employer (the waiver participant) and myself.

Version 1 05/03/2024



Kentucky Participant Directed Services (PDS)
Employee/Provider Contract
As the employer (waiver participant):

I:’ | understand that | may be responsible for wages for my employee should my employee or | not provide
employee qualifications by the respective deadlines.

f understand that | can only require my employee to assist with duties that are relevant to my needs and
outcomes that are specified on the Person-Centered Service Plan for Medicaid payment.

D | understand that | may be responsible for payment for any hours | may require my employee to work
beyond any prior authorization limits or waiver regulation guidelines.

Employee Signature Date Employer/Participant Date

PDS Representative (if applicable) Date

Version 1, 05/03/2024



Version 1.

Kentucky Participant Directed Services (PDS)
Employee/Provider Contract

Waiver Services Available via PDS
Waiver Service Code
Program
ABI Acute | Companion S5135 HI
ABI Acute | Personal Care 97535 HI
ABI Acute | Respite T1005 HI
ABI Acute | Supported Employment H0039 HI
ABILTC | Community Living Supports 97535 HI
ABI LTC | Respite T1005 HI
ABI LTC | Supported Employment HO0039 HI
HCB | Attendant Care S$5108 HI
HCB | Non-specialized Respite T1005 HI
MP | Attendant Care S5125 H
MP | Community Living Supports 97535 HI
MP | Homemaker S5130 HI
MP | Personal Care T1019 HI
MP | Respite T1005 HI
MP | Supported Employment HO0039
SCL | Community Access 97535 HI
SCL | Community Access Group 97537 HI
SCL | Community Guide H2015 HI
| SCL | Personal Assistance T1019 HI
SCL | Respite T1005 HI
SCL | Supported Employment T2019 HI

05/03/2024
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KIPDA PDS PROGRAM EVV GUIDELINES

Review form with participant/rep

Make sure to hit the highlighted points
Participant/rep signs and dates the top line
Employee signs and dates the second line



10.

11.

KIPDA PDS Program EVV Guidelines

EVV must electronically verify six aspects of service delivery:
a. the date,
b location,
c. type of service,
d. theindividual providing the service,
e. theindividual receiving the service,
f.  start and end times of the service.
Manually entering timesheets does not capture the location of services provided, which is not in accordance with the
Federally Mandated 21°* Century Cures Act. This is considered an unverified visit. Manual entries will not be approved for
Medicaid payment.
a. lItisthen you as the Employer (the participant/representatives) who is responsible for paying for any unverified
visits.
b. Also,
i. 1* offense, a verbal warning will be issued to the participant/representative and employee. EVV training
for proper usage will be reissued.
ii. 2™ offense, a Corrective Action Plan will be issued, and the employee will have 30 days to get within
compliance.
iii. 3" offense, an involuntary termination of PDS waiver services will be submitted to DAIL, Participant has
the option of transferring to a traditional agency.

Always ensure that your employee submits time according to your prior approved plan of care. Employees are not allowed to
exceed the prior approved amount of hours for services.

Always ensure that your employee submits tasks according to your approved plan of care. Employees are prohibited from
selecting tasks that are not prior approved.

Ensure that your employees’ time in and time out is correct before submission. Incorrect time will not be approved for
payment. Corrections (when permitted) will first need to be made by the employee, then reviewed and approved by the you
the Employer (participant/representative). Time entered at any time past the previous payroll period will not be processed
for payment at a future date.

It is strongly encouraged for the participant/representative to review and approve employee’s time daily. It is mandatory for
you, the Employer (participant/representative), to review and approve employees’ time at least on the bi-weekly schedule in
order for the employees to be paid appropriately.

A Corrective Action Plan will be implemented if the same errors are consistently being made (Ex: forgetting to clock in and to
clock out, clocking in and clocking out at an unauthorized address - also may be considered fraud and will be reported as
such, selecting inappropriate tasks, selecting incorrect service codes. The participant will be at risk of termination of waiver
services or will be transferred to a traditional agency, as described above.

Your employee will not be eligible to render services through the PDS Waiver Program if you are an inpatient of a hospital,
nursing facility, rehab facility, mental institution, or hospice care. It is your responsibility to negotiate services outside of
waiver approved services. Medicaid does not currently reimburse for services outside of approved care plans.

Itis you, the Employer (participants/representative) responsibility to ensure that all employee eligibility paperwork is valid
and kept up to date (Ex: TB Skin Test, CPR/FA, DAIL Attendant Care Training, PDS Participant/Provider Contract, Vehicle
Insurance, Driver’s License.) Both employee and participant/representative will receive weekly expiration notices in the
Mains’l portal starting 6 weeks from the employee eligibility item expiration date. If any employee eligibility items lapse,
payment will immediately be stopped until updated documentation is received. Your employee will not be eligible to render
services through the PDS Waiver Program during the time of the lapse and there will not be payment issued for services
during gap periods. All employee eligibility items are due in a timely manner.

Time submitted should be factual, complete, and accurate. Submitting time for services not rendered is considered Medicaid
FRAUD. This would result in immediate termination of the Waiver program and legal action against you from the
Department for Medicaid services. Suspected fraud will be reported to the Office of Inspector General immediately by
KIPDA.

[tis highly recommended that you as an employee have at least 2 weeks worth of payroll amounts to assure that employees
are paid by you (outside of Medicaid) if lapses in your Medicaid, lapses in employee eligibility, and/or other instances occur

that are not reimbursable by Medicaid.

Examples of Medicaid fraud include, but are not limited to:



Completing time or signing for someone else.

Billing for unnecessary/unapproved services or items.

Billing for services when the participant is in an alternative care setting.

Billing for services while the participant is not present.

Billing for services or items not rendered.

Receiving “kickbacks” from your employee from Medicaid wages.

Beneficiary fraud includes misrepresenting one’s circumstances to obtain coverage, including PDS Services.

FRAUD is punishable by law and will result in legal action against you, the Employer.

Please remember participant confidentiality. Services are individualized; therefore, should not be discussed between other participants and/or
employees. A breach of confidentiality dictates either loss of services and/or loss of employment.

Participant/Representative Signature Date

Employee Signature Date



10.

11.

KIPDA PDS Program EVV Guidelines CO P\j)

EVV must electronically verify six aspects of service delivery:
a. thedate,
b. location,
c. type of service,
d. theindividual providing the service,
e. theindividual receiving the service,
f.  start and end times of the service.
Manually entering timesheets does not capture the location of services provided, which is not in accordance with the
Federally Mandated 21 Century Cures Act. This is considered an unverified visit. Manual entries will not be approved for
Medicaid payment.
a. Itisthen you as the Employer (the participant/representatives) who is responsible for paying for any unverified
visits.
b. Also,
i. 1*offense, a verbal warning will be issued to the participant/representative and employee. EVV training
for proper usage will be reissued.
ii. 2" offense, a Corrective Action Plan will be issued, and the employee will have 30 days to get within
compliance.
iii. 3" offense, an involuntary termination of PDS waiver services will be submitted to DAIL. Participant has
the option of transferring to a traditional agency.

Always ensure that your employee submits time according to your prior approved plan of care. Employees are not allowed to
exceed the prior approved amount of hours for services.

Always ensure that your employee submits tasks according to your approved plan of care. Employees are prohibited from
selecting tasks that are not prior approved.

Ensure that your employees’ time in and time out is correct before submission. Incorrect time will not be approved for
payment. Corrections (when permitted) will first need to be made by the employee, then reviewed and approved by the you
the Employer (participant/representative). Time entered at any time past the previous payroll period will not be processed
for payment at a future date.

It is strongly encouraged for the participant/representative to review and approve employee’s time daily. It is mandatory for
you, the Employer (participant/representative), to review and approve employees’ time at least on the bi-weekly schedule in
order for the employees to be paid appropriately.

A Corrective Action Plan will be implemented if the same errors are consistently being made (Ex: forgetting to clock in and to
clock out, clocking in and clocking out at an unauthorized address - also may be considered fraud and will be reported as
such, selecting inappropriate tasks, selecting incorrect service codes. The participant will be at risk of termination of waiver
services or will be transferred to a traditional agency, as described above.

Your employee will not be eligible to render services through the PDS Waiver Program if you are an inpatient of a hospital,
nursing facility, rehab facility, mental institution, or hospice care. It is your responsibility to negotiate services outside of
waiver approved services. Medicaid does not currently reimburse for services outside of approved care plans.

It is you, the Employer (participants/representative) responsibility to ensure that all employee eligibility paperwork is valid
and kept up to date (Ex: TB Skin Test, CPR/FA, DAIL Attendant Care Training, PDS Participant/Provider Contract, Vehicle
Insurance, Driver’s License.) Both employee and participant/representative will receive weekly expiration notices in the
Mains'l portal starting 6 weeks from the employee eligibility item expiration date. If any employee eligibility items lapse,
payment will immediately be stopped until updated documentation is received. Your employee will not be eligible to render
services through the PDS Waiver Program during the time of the lapse and there will not be payment issued for services
during gap periods. All employee eligibility items are due in a timely manner.

Time submitted should be factual, complete, and accurate. Submitting time for services not rendered is considered Medicaid
FRAUD. This would result in immediate termination of the Waiver program and legal action against you from the
Department for Medicaid services. Suspected fraud will be reported to the Office of Inspector General immediately by
KIPDA.

It is highly recommended that you as an employee have at least 2 weeks worth of payroll amounts to assure that employees
are paid by you (outside of Medicaid) if lapses in your Medicaid, lapses in employee eligibility, and/or other instances occur

that are not reimbursable by Medicaid.

Examples of Medicaid fraud include, but are not limited to:



Completing time or signing for someone else.

Billing for unnecessary/unapproved services or items.

Billing for services when the participant is in an alternative care setting.

Billing for services while the participant is not present.

Billing for services or items not rendered.

Receiving “kickbacks” from your employee from Medicaid wages.

Beneficiary fraud includes misrepresenting one’s circumstances to obtain coverage, including PDS Services.

FRAUD is punishable by law and will result in fegal action against you, the Employer.

Please remember participant confidentiality. Services are individualized; therefore, should not be discussed between other participants and/or
employees. A breach of confidentiality dictates either loss of services and/or loss of employment.

Participant/Representative Signature Date

Employee Signature Date



FRAUD, WASTE, AND ABUSE FACT SHEET
HOME AND COMMUNITY BASED (HCB) WAIVER

» Review sheet with participant/rep and employees

e Two forms are included: one for the
participant/rep and one for the employees



Qﬁq) Abuse, Neglect and Exploitation

KIPDA has always had a suspected abuse, neglect, and exploitation policy to help protect vulnerable individuals. This
policy has applied to all KIPDA employees who suspect abuse, neglect and exploitation of any KIPDA participant or
vulnerable individual.

SUSPECTED ABUSE, NEGLECT AND EXPLOITATION OF VULNERABLE INDIVIDUALS

For Participants: Abuse of any type is not tolerated. Participants should report any suspected abuse (including concerns
about themselves as victims) to their case manager, and to the Kentucky Abuse Reporting Hotline 1-877-597-2331 .

For KIPDA Staff:

Policy: KY State Law, KRS 209, requires all persons to report any suspected cases and/or situations of neglect or abuse of
any vulnerable individuals including older adults.

Procedures;
- All KIPDA staff are to notify Adult Protective Services to report concerns of suspected neglect or abuse.

- All KIPDA staff are to indicate suspected neglect or abuse in a progress note indicating the nature of the situation and
the date and time Adult Protective Services was contacted.

- Home care aides are to report concerns of suspected neglect or abuse to the KIPDA In-Home Services provider.
Providers, either the aide or provider supervisor, shall notify Adult Protective Services. Providers are to contact the
KIPDA case manager and note the concern/report in the participant database.

o KIPDA staff are to educate KIPDA participants on how they can self report their concerns about abuse, neglect
and exploitation. They are encouraged to do so if they feel that they are in a potential situation. They should use the
same numbers and websites listed here,

QUALITY ASSURANCE:

* The Director of Social Services and/or Quality Management Planner are to be made aware of the suspected neglect or
abuse report.

- The Director of Social Services or designee, In-Home Services Coordinator, Waiver coordinator, Quality Management
Planner, ICC/Case manager or Social Service Assistant will follow-up with Adult Protective Services case worker as to
outcome of the possible investigation.

- Quality Management Planner is to review all documentation related to suspected neglect or abuse situations.

For Providers/Agencies/Contractors:



- All suspected cases of abuse and neglect should be reported to the Kentucky Abuse Hotline 1-877-597-2331 .
+ All suspected cases of abuse and neglect should be reported to KIPDA management as well.

o Agencies should review other abuse, neglect and exploitation guidance in this section as well as in KIPDA's other
policies, procedures and statements.

° Local authorities such as the police or 911 should also be contacted as appropriate.

KIPDA's Policy Statement on Suspected Abuse, Neglect and Exploitation of Participants, Participants, and Potential
Participants

° KIPDA maintains a commitment to serving the most vulnerable people in the community. All too often, these are
individuals who are at risk for being abused, neglected, or exploited. If any KIPDA staff member, volunteer, provider, or
community partner suspects abuse, neglect, or exploitation of someone connected to a KIPDA service or program, they
are advised to report their concern to their supervisor, to KIPDA, to the appropriate authorities, and to the Kentucky
Abuse Hotline which can be reached either online or by phone:

o WebReferral (ky.gov)
. Kentucky Abuse Hotline 1-877-597-2331
. KIPDA staff and partners are advised to use the abuse hotline rather than the web referral for reports that

appear to be of a more urgent nature. If there is an immediate danger, KIPDA’s staff and partners are encouraged to call
911 as situationally appropriate. At times, KIPDA’s staff and partners might opt to call the local police department’s
nonemergency number and request a health, safety, and welfare check. KIPDA’s staff and partners are expected to use
situational and professional judgement to determine the appropriate course of action. KIPDA's staff and partners are
encouraged to consult with KIPDA management if the situation is unclear.

Date Signature

Printed name and role
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FRAUD, WASTE AND ABUSE FACT SHEET
HOME AND COMMUNITY BASED (HCB) WAIVER

What is program fraud?

> Fraud is misrepresenting the truth or hiding information or facts.

» Fraud may occur if a Medicaid member, family member, representative, employee or
agency gives false information or changes facts to benefit or get assistance from a state
program.

> Fraud is defined by Kentucky law and can be found in KRS 205.8451. To read KRS
205.8451 you may visit
https://apps.legislature.ky.gov/law/statutes/statute.aspx?id=7851statute.aspx

What is program waste?

» Waste is the careless expenditure or use of program resources.

» Waste may occur if inefficient or ineffective practices results in cost to the program.

What is program abuse?
> Abuse is activities or practices that are not consistent with sound business or program

guidelines and results in unnecessary cost to the state program.

> Abuse may occur if actions that are improper, inappropriate, and outside acceptable
standards of the program are taken.

What is the difference between Fraud, Waste, and Abuse?

» Fraud requires the person to have an intent and the knowledge that their actions are
wrong.

» Waste and Abuse may involve obtaining an improper payment but does not require the
same intent and knowledge.

Approved by: DMS Date Approved: 11/2021
Issued by: DAIL Date Issued: 01/2022
DAIL Reference Number: 01-2022-A
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FRAUD, WASTE AND ABUSE FACT SHEET
HOME AND COMMUNITY BASED (HCB) WAIVER

» These differences are based upon intent and knowledge and depends on specific facts
circumstances.

How is suspected Fraud, Waste and Abuse reported?

> Suspected Fraud, Waste and Abuse should be reported to the Office of Inspector
General (OIG) by any person who knows or has reason to believe it is being
committed.

> The OIG accepts tips and complaints from all sources on potential Fraud, Waste and
Abuse

» The report may be made by:
Phone: (800) 372-2970
Email: chfs.fraud@ky.gov
Mail:  Office of Inspector General
Division of Audits and Investigations
275 East Main Street, 5E-D
Frankfort, KY 40621

What information is needed to report suspected Fraud, Waste and Abuse?

» If known, the name and address of the person or agency suspected of committing the
Fraud, Waste and Abuse and extent of the violation

> Any other information or details which may be helpful in investigation of the suspected
Fraud, Waste and Abuse.

I confirm that | read, understand, and have no questions related to the material above.
Further, | acknowledge it is my responsibility to report suspected fraud, waste, and abuse as
outlined above.

Name: Signature:

Waiver Role: Date:

Approved by: DMS Date Approved: 11/2021
Issued by: DAIL Date Issued: 01/2022

DAIL Reference Number: 01-2022-A
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KENTUCKY CABINET FOR
HEALTH AND FAMILY SERVICES




6mP,Cy& Abuse, Neglect and Exploitation

KIPDA has always had a suspected abuse, neglect, and exploitation policy to help protect vulnerable individuals. This
policy has applied to all KIPDA employees who suspect abuse, neglect and exploitation of any KIPDA participant or
vulnerable individual.

SUSPECTED ABUSE, NEGLECT AND EXPLOITATION OF VULNERABLE INDIVIDUALS

For Participants: Abuse of any type is not tolerated. Participants should report any suspected abuse (including concerns
about themselves as victims) to their case manager, and to the Kentucky Abuse Reporting Hotline 1-877-597-2331 .

For KIPDA Staff;

Policy: KY State Law, KRS 209, requires all persons to report any suspected cases and/or situations of neglect or abuse of
any vulnerable individuals including older adults.

Procedures:
- All KIPDA staff are to notify Adult Protective Services to report concerns of suspected neglect or abuse.

- All KIPDA staff are to indicate suspected neglect or abuse in a progress note indicating the nature of the situation and
the date and time Adult Protective Services was contacted.

- Home care aides are to report concerns of suspected neglect or abuse to the KIPDA In-Home Services provider.
Providers, either the aide or provider supervisor, shall notify Adult Protective Services. Providers are to contact the
KIPDA case manager and note the concern/report in the participant database.

. KIPDA staff are to educate KIPDA participants on how they can self report their concerns about abuse, neglect
and exploitation. They are encouraged to do so if they feel that they are in a potential situation. They should use the
same numbers and websites listed here.

QUALITY ASSURANCE:

- The Director of Social Services and/or Quality Management Planner are to be made aware of the suspected neglect or
abuse report.

- The Director of Social Services or designee, In-Home Services Coordinator, Waiver coordinator, Quality Management
Planner, ICC/Case manager or Social Service Assistant will follow-up with Adult Protective Services case worker as to
outcome of the possible investigation.

- Quality Management Planner is to review all documentation related to suspected neglect or abuse situations.

For Providers/Agencies/Contractors:



» All suspected cases of abuse and neglect should be reported to the Kentucky Abuse Hotline 1-877-597-2331 .
- All suspected cases of abuse and neglect should be reported to KIPDA management as well,

° Agencies should review other abuse, neglect and exploitation guidance in this section as well as in KIPDA’s other
policies, procedures and statements.

o Local authorities such as the police or 911 should also be contacted as appropriate.

KIPDA’s Policy Statement on Suspected Abuse, Neglect and Exploitation of Participants, Participants, and Potential
Participants

° KIPDA maintains a commitment to serving the most vulnerable people in the community. All too often, these are
individuals who are at risk for being abused, neglected, or exploited. If any KIPDA staff member, volunteer, provider, or
community partner suspects abuse, neglect, or exploitation of someone connected to a KIPDA service or program, they
are advised to report their concern to their supervisor, to KIPDA, to the appropriate authorities, and to the Kentucky
Abuse Hotline which can be reached either online or by phone:

. WebReferral (ky.gov)
° Kentucky Abuse Hotline 1-877-597-2331
o KIPDA staff and partners are advised to use the abuse hotline rather than the web referral for reports that

appear to be of a more urgent nature. If there is an immediate danger, KIPDA’s staff and partners are encouraged to call
911 as situationally appropriate. At times, KIPDA’s staff and partners might opt to call the local police department’s
nonemergency number and request a health, safety, and welfare check. KIPDA's staff and partners are expected to use
situational and professional judgement to determine the appropriate course of action. KIPDA’s staff and partners are
encouraged to consult with KIPDA management if the situation is unclear.

Date Signature

Printed name and role
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FRAUD, WASTE AND ABUSE FACT SHEET
HOME AND COMMUNITY BASED (HCB) WAIVER

What is program fraud?

» Fraud is misrepresenting the truth or hiding information or facts.

» Fraud may occur if a Medicaid member, family member, representative, employee or
agency gives false information or changes facts to benefit or get assistance from a state
program.

> Fraud is defined by Kentucky law and can be found in KRS 205.8451. To read KRS
205.8451 you may visit
https://apps.legislature.ky.gov/law/statutes/statute.aspx?id=7851statute.aspx

What is program waste?

» Waste is the careless expenditure or use of program resources.

» Waste may occur if inefficient or ineffective practices results in cost to the program.

What is program abuse?
» Abuse is activities or practices that are not consistent with sound business or program

guidelines and results in unnecessary cost to the state program.

» Abuse may occur if actions that are improper, inappropriate, and outside acceptable
standards of the program are taken.

What is the difference between Fraud, Waste, and Abuse?
> Fraud requires the person to have an intent and the knowledge that their actions are

wrong.

» Waste and Abuse may involve obtaining an improper payment but does not require the
same intent and knowledge.

Approved by: DMS Date Approved: 11/2021
Issued by: DAIL Date Issued: 01/2022
DAIL Reference Number: 01-2022-A
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FRAUD, WASTE AND ABUSE FACT SHEET
HOME AND COMMUNITY BASED (HCB) WAIVER

> These differences are based upon intent and knowledge and depends on specific facts
circumstances.

How is suspected Fraud, Waste and Abuse reported?

> Suspected Fraud, Waste and Abuse should be reported to the Office of Inspector
General (OIG) by any person who knows or has reason to believe it is being
committed.

> The OIG accepts tips and complaints from all sources on potential Fraud, Waste and
Abuse

» The report may be made by:
Phone: (800) 372-2970
Email: chfs.fraud@ky.gov
Mail:  Office of Inspector General
Division of Audits and Investigations
275 East Main Street, 5E-D
Frankfort, KY 40621

What information is needed to report suspected Fraud, Waste and Abuse?

» If known, the name and address of the person or agency suspected of committing the
Fraud, Waste and Abuse and extent of the violation

» Any other information or details which may be helpful in investigation of the suspected
Fraud, Waste and Abuse.

I confirm that | read, understand, and have no questions related to the material above.
Further, | acknowledge it is my responsibility to report suspected fraud, waste, and abuse as
outlined above.

Name: Signature:

Waiver Role: Date:

Approved by: DMS Date Approved: 11/2021
Issued by: DAIL Date Issued: 01/2022

DAIL Reference Number: 01-2022-A

KENTUCKY CABINET FOR
HEALTH AND FAMILY SERVICES
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HOSPITALIZATION AND MEDICAID FRAUD

Review form with participant/rep
Participant signs top line if able

Representative signs middle line
Case Manager signs bottom line



HOSPITALIZATION AND MEDICAID FRAUD

When a Participant Directed Service (PDS) participant leaves the home and goes to the hospital,
the participant is no longer eligible to receive paid services from the PDS employee. The Service
Advisor needs to be notified of the hospitalization. Once the PDS participant has returned
home, the PDS employee may begin billing for services as approved by the Plan of Care. Please
contact the service advisor when the PDS participant returns home.

TIMESHEETS CANNOT BE COMPLETED FOR WORKING WITH A PARTICIPANT IN THE HOSPITAL.

MEDICAID CANNQOT PAY OUT FOR TWO SERVICES AT ONE TIME.

FOR EXAMPLE: IF A PARTICIPANT IS RECEIVING THERAPY, THE PDS EMPLOYEE CANNOT BILL
FOR SERVICES AT THE SAME TIME. SERVICES NEED TO STOP ONCE THE
THERAPIST,DOCTOR,ETC ENTERS THE HOME AND THE EMPLOYEE MAY RETURN TO
PROVIDING SERVICES ONCE THE THERAPIST,DOCTOR,ETC HAS LEFT THE HOMIE.

Participant Signature Date

Representative Signature Date

Service Advisor Signature Date




PHI FORM

Allows KIPDA to share information with DAIL,
CMS, CMS, and the participant’s providers
Participant’s name should be printed on the first
line at the top of the page

Check mark all lines indicating that the
participant/rep understands the purpose of
sharing this information

On the ‘other’ line, write in ‘DAIL, DMS, CMS,
providers’

Participant/rep signs and dates ‘Individual Signing
Authorization’ line

If rep signs, the rep must mark who they are as the
basis for authority

Case Manager signs and dates the bottom line



AUTHORIZATION TO USE/SHARE
CLIENT PROTECTED HEALTH INFORMATION (PHI)

[, , authorize KIPDA to use and/or share with: any entity
or organization that is involved in the continuity of care my KIPDA services. This includes, but isn’t limited to, the
following items from my Protected Health Information (PHI): financial data, case notes, medical records (history and
physical), medication printout, photographs, and any other information that KIPDA requires that is associated with my
services. Entities typically include (but aren’t limited to): medical services, other community services, billing and
financial management entitics, government databases and others.

I understand that the purpose of using and/or sharing this information is for:
Activation or continuation for any KIPDA program.
Any consultation or discussion with authorized party regarding client’s status or condition.
Other

[ understand that I may inspect or copy my PHI prior to use and/or sharing.

['understand that I may refuse to sign this authorization, but it might inhibit or eliminate my ability to receive services
connected to KIPDA.

I'understand that KIPDA recommends encryption for any electronic communications that I choose to send with any
private information or PHI.

[ understand that I may revoke this authorization at any time, if requested in writing, to:
KIPDA-Attention JoAnna Weiss, MA
11520 Commonwealth Drive
Louisville, KY 40299

Exception:
1. If KIPDA has taken an action based on my authorization, or
2. Has obtained my authorization for the purpose of receiving reimbursement from a third

party payer.
Unless previously revoked, this authorization shall expire upon termination of my KIPDA services.

[ understand that when KIPDA uses and/or shares my PHI with a third-party payer, this will result in
direct or indirect payment for services as follows: (list program).

I have received a copy of KIPDA’s Notice of Privacy Practices.

I have read and understand this authorization:

Individual Signing Authorization Date

If not signed by the client, specify basis for authority to sign:
Parent Spouse
Personal Representative Other

Staff Signature Title Date Signed



MEDICAID WAIVER TELEHEALTH POLICY

o Gives permission for telehealth visits every other
month as requested by participant/rep

o Must use HIPAA approved platform Microsoft
Teams



Area Agency on Aging and Independent Living
Area Development District
Metropolitan Planning Organization

KIPDA AAA WAIVER- 4/24

Medicaid Waiver
Telehealth Policy

Policy:
KIPDA AAA shall allow telehealth for Waiver case management services when requested by the
participant and/or representative.

Procedure:

The waiver participant and or representative may choose to have case management services
provided within the PDS and Traditional Waiver program by signing the KIPDA Telehealth
Policy. This will allow case management to be conducted through a HIPAA compliant platform
called Microsoft Teams. Telehealth Services will be scheduled by the Case Manager/Service
Advisor and provided in a secure private location with the participant, representative and any
others that the participant and or representative have requested to be in attendance.
Telehealth services will follow the guidelines established in the current Home and Community
Based Services Waiver regulation effective May 1, 2024.

I understand that the current 1915¢ Home and Community Based Waiver Services allow case
management services to be provided through telehealth bi-monthly with a face-to-face home
visit occurring bi-monthly.

[ request telehealth services for my waiver case management.
(client name)

If I prefer to have a face-to-face home visit in place of telehealth | will request that when

scheduling with my case manager.

Participant/Representative Signature Printed Name Date
g COUN
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KIPDA Grievance Policy

e To show proof that the PDS Rep has been informed of
KIPDA’s Grievance Policies and Protocols

e CM to review with the Rep

e Rep to print, sign, and date

e Acopyis provided for Rep’s Records and/or Grievances
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Area Agency on Aging and Independent Living
Area Development District K I P D A

Metropolitan Planning Organization

KIPDA'’s Division of Social Services GRIEVANCE POLICY

KIPDA Area Agency on Aging and Independent Living’s (AAAIL) Waiver Program is committed to providing quality and
effective services at the highest level to all clients served. In order to accomplish this commitment, clients and/or their
representatives must have the opportunity to provide information to KIPDA concerning its experience with staff and
services whether through comments, complaint, grievance or other method. The KIPDA Grievance Policy and Procedure
is created and provided to each client for the purpose of providing a system for addressing issues and concerns that cannot
be resolved informally between the client and staff.

What is a Grievance?

A grievance is a client complaint or expression of dissatisfaction regarding service delivery or treatment by staff. It is an
expression of concern about any particular issue thought to be unjust, unfair or abusive. Filing a complaint means putting
in writing anything you have experienced that you think was harmful, unfair, or not done correctly. All clients served by
KIPDA AAAIL/WAIVER Program have a right to file a grievance.

Grievance Policy:

All clients and/or their representative have the right to file a formal complaint regarding services provided by
KIPDA AAAIL/WAIVER Program and will not be denied these services based upon such complaints. All clients
and/or their representative will receive the Grievance Policy during the initial care plan meeting and if necessary,
KIPDA AAAIL/WAIVER Program staff will read and/or explain the policy and the client’s right to file as well as
process for filing a grievance.

The KIPDA AAAIL/WAIVER Program grievance procedure is intended to address only issues specific to the services
of this program. The program is not expected to address complaints lodged by one client in reference to another
client’s issues; neither is it expected to address complaints regarding other agencies or external programs.

Clients and/or their representative will file or report a complaint/concern with the KIPDA AAAIL/ the Waiver Program
Service Advisor/Case Manager, the Waiver Program Supervisor, the HCBW Program Coordinator or the KIPDA Quality
Management Planner. The KIPDA AAAIL staff engaged will send the client a Grievance Form to be completed and sent
back to the agency, addressed to the KIPDA Quality Management Planner within 10 days of receipt. Once the form has
been received KIPDA’s Director of Social Services will send the client a letter acknowledging receipt of the client’s
Grievance Form.

The client and/or their representative will also be informed that accompaniment by an advocate (e.g., co-worker, friend,
family member, etc.) at each step of the grievance process is permissible and that the complaint may be withdrawn by

the client at any time.
Grievance Procedures:

1. Client and/or their representative express complaint to KIPDA AAAIL/Waiver Program staff and is provided a

KIPDA Grievance & Complaint Form. o ) cou,,,./%
©
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a. KIPDA staff will provide client and/or their representative with a KIPDA Grievance & Complaint Form.

b. Staff will inform client and/or their representative of the process for completing and submitting the KIPDA
Grievance & Complaint Form.

c. Staff will assist client and/or their representative with completing the form if assistance is requested.
Client will submit the Grievance & Complaint Form to the KIPDA Quality Management Planner as indicated
on the Grievance Form within ten days of receipt of the Grievance & Complaint Form.

e. Quality Assurance Manager will record the complaint in the Grievance Logbook.

2. Upon receipt of the Grievance & complaint Form, a letter will be provided to the client officially acknowledging

receipt of complaint and providing client with the option for a local resolution.

a. The letter will provide the client and/or their representative the opportunity to first review the issue at
the local level in a local resolution conference.

b. The letter will include a proposed local resolution conference date and time.

¢. If the date and time is a conflict for the client, KIPDA will work with the client to schedule a time that
works for both parties.

The Local Resolution Conference is the first level for the Grievance and will be conducted by the Executive Director
of KIPDA or his designee.

a. The Executive Director or their designee will serve as facilitator for the Local Resolution meeting.

b. KIPDA, the client, and/or their representative will attempt to resolve the grievance and will include as
appropriate:

i. internal resources, such as staff involved;
ii. External resources, such as personal advocacy groups.

¢.  Upon conclusion of the Local Resolution Conference, a report will be prepared within five working (5) days
from the date of the meeting summarizing the results of the conference and decision rendered by the
Local Resolution Facilitator.

d. If the participant is not satisfied with the resolution, he/she may request a second level review with or
without legal representation.

The second level review must be requested within 30 days from receiving result of local resolution decision by
completing the grievance and complaint form, which will be attached to the resolution meeting decision letter.
The grievance and complaint form must be addressed to: KIPDA AAAIL Quality Management Planner, 11520
Commonwealth Drive, Louisville, KY 40299 or request a secure link to joanna.weiss@kipda.org.

a. The second level review will be a formal review utilizing the agency’s Executive Director and/or his
designee, and two professional staff not involved in the program; or the KIPDA Aging and Disability
Advisory Council Review Committee.

b. The client will indicate on the Grievance and Complaint form how they want the second level review to
be processed.

¢. The second level review will occur within 14 days of receipt of the request.

Formal response of results of the second level review will be provided within five (5) days from the date
of the review.
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5. If the participant chooses they may, at any time, file a grievance or complaint with the Cabinet for Health and
Family Services Ombudsman by contacting the Ombudsman office at 1-800-372-2937 or 1-800-627-4702.

I hereby certify that | have received and reviewed the following Grievance Policy Statement for the Waiver program
participants.

I acknowledge these policies as a condition of the program and services at KIPDA. | understand | can contact KIPDA staff if
I have any questions about these policies.

Name (print clearly):

Date:

Signature:
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KIPDA AAAIL/Waiver Program
Grievance & Complaint Form
Date

Client Name

Representative Name

Address

Phone Number

E-Mail Address

Nature of Complaint

Proposed
Resolution

Client/Representative Signature

Date

Send Form To: Quality Management Planner
KIPDA AAAIL/ADRC
11520 Commonwealth Dr, Louisville, KY 40299
Request encrypted email link to send at joanna.weiss@kipda.org
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KIPDA’s Division of Social Services GRIEVANCE POLICY

KIPDA Area Agency on Aging and Independent Living’s (AAAIL) Waiver Program is committed to providing quality and
effective services at the highest level to all clients served. In order to accomplish this commitment, clients and/or their
representatives must have the opportunity to provide information to KIPDA concerning its experience with staff and
services whether through comments, complaint, grievance or other method. The KIPDA Grievance Policy and Procedure
is created and provided to each client for the purpose of providing a system for addressing issues and concerns that cannot
be resolved informally between the client and staff.

What is a Grievance?

A grievance is a client complaint or expression of dissatisfaction regarding service delivery or treatment by staff. It is an
expression of concern about any particular issue thought to be unjust, unfair or abusive. Filing a complaint means putting
in writing anything you have experienced that you think was harmful, unfair, or not done correctly. All clients served by
KIPDA AAAIL/WAIVER Program have a right to file a grievance.

Grievance Policy:

All clients and/or their representative have the right to file a formal complaint regarding services provided by
KIPDA AAAIL/WAIVER Program and will not be denied these services based upon such complaints. All clients
and/or their representative will receive the Grievance Policy during the initial care plan meeting and if necessary,
KIPDA AAAIL/WAIVER Program staff will read and/or explain the policy and the client’s right to file as well as
process for filing a grievance.

The KIPDA AAAIL/WAIVER Program grievance procedure is intended to address only issues specific to the services
of this program. The program is not expected to address complaints lodged by one client in reference to another
client’s issues; neither is it expected to address complaints regarding other agencies or external programs.

Clients and/or their representative will file or report a complaint/concern with the KIPDA AAAIL/ the Waiver Program
Service Advisor/Case Manager, the Waiver Program Supervisor, the HCBW Program Coordinator or the KIPDA Quality
Management Planner. The KIPDA AAAIL staff engaged will send the client a Grievance Form to be completed and sent
back to the agency, addressed to the KIPDA Quality Management Planner within 10 days of receipt. Once the form has
been received KIPDA’s Director of Social Services will send the client a letter acknowledging receipt of the client’s

Grievance Form.

The client and/or their representative will also be informed that accompaniment by an advocate (e.g., co-worker, friend,
family member, etc.) at each step of the grievance process is permissible and that the complaint may be withdrawn by

the client at any time.

Grievance Procedures:

1. Client and/or their representative express complaint to KIPDA AAAIL/Waiver Program staff and is provided a
KIPDA Grievance & Complaint Form. o’ Cou””c:,.
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a. KIPDA Staff will provide client and/or their representative with a KIPDA Grievance & Complaint Form.
Staff will inform client and/or their representative of the process for completing and submitting the KIPDA
Grievance & Complaint Form.

c. Staff will assist client and/or their representative with completing the form if assistance is requested.

d. Client will submit the Grievance & Complaint Form to the KIPDA Quality Management Planner as indicated
on the Grievance Form within ten days of receipt of the Grievance & Complaint Form.

e. Quality Assurance Manager will record the complaint in the Grievance Logbook.

2. Upon receipt of the Grievance & complaint Form, a letter will be provided to the client officially acknowledging
receipt of complaint and providing client with the option for a local resolution.

a. The letter will provide the client and/or their representative the opportunity to first review the issue at
the local level in a local resolution conference.

b. The letter will include a proposed local resolution conference date and time.

If the date and time is a conflict for the client, KIPDA will work with the client to schedule a time that
works for both parties.

3. The Local Resolution Conference is the first level for the Grievance and will be conducted by the Executive Director
of KIPDA or his designee.

a. The Executive Director or their designee will serve as facilitator for the Local Resolution meeting.

b. KIPDA, the client, and/or their representative will attempt to resolve the grievance and will include as
appropriate:

i. internal resources, such as staff involved;
ii. External resources, such as personal advocacy groups.

¢.  Upon conclusion of the Local Resolution Conference, a report will be prepared within five working (5) days
from the date of the meeting summarizing the results of the conference and decision rendered by the
Local Resolution Facilitator.

d. If the participant is not satisfied with the resolution, he/she may request a second level review with or
without legal representation.

4. The second level review must be requested within 30 days from receiving result of local resolution decision by
completing the grievance and complaint form, which will be attached to the resolution meeting decision letter.
The grievance and complaint form must be addressed to: KIPDA AAAIL Quality Management Planner, 11520
Commonwealth Drive, Louisville, KY 40299 or request a secure link to joanna.weiss@kipda.org.

a. The second level review will be a formal review utilizing the agency’s Executive Director and/or his
designee, and two professional staff not involved in the program; or the KIPDA Aging and Disability
Advisory Council Review Committee.

b. The client will indicate on the Grievance and Complaint form how they want the second level review to
be processed.

c. The second level review will occur within 14 days of receipt of the request.

d. Formal response of results of the second level review will be provided within five (5) days from the date
of the review.
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5. If the participant chooses they may, at any time, file a grievance or complaint with the Cabinet for Health and
Family Services Ombudsman by contacting the Ombudsman office at 1-800-372-2937 or 1-800-627-4702.

| hereby certify that | have received and reviewed the following Grievance Policy Statement for the Waiver program
participants.

| acknowledge these policies as a condition of the program and services at KIPDA. | understand | can contact KIPDA staff if
I have any questions about these policies.

Name (print clearly):

Date:

Signature:
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KIPDA AAAIL/Waiver Program
Grievance & Complaint Form
Date

Client Name

Representative Name

Address

Phone Number

E-Mail Address

Nature of Complaint

Proposed
Resolution

Client/Representative Signature

Date

Send Form To: Quality Management Planner
KIPDA AAAIL/ADRC
11520 Commonwealth Dr, Louisville, KY 40299
Request encrypted email link to send at joanna.weiss@kipda.org
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KIPDA Financial Management

MEDICAID WAIVER

VENDOR AND EMPLOYEE PAYMENT SCHEDULE

Pay Period Representative Approval Due Direct Deposit Date
12/14/2025 12/27/2025 December 28, 2025 January 9, 2026
12/28/2025 1/10/2026 January 11, 2026 January 23, 2026

1/11/2026 1/24/2026 January 25, 2026 February 6, 2026
1/25/2026 2/7/2026 February 8, 2026 February 20, 2026
2/8/2026 2/21/2026 February 22, 2026 March 6, 2026
2/22/2026 3/7/2026 March 8, 2026 March 20, 2026
3/8/2026 3/21/2026 March 22, 2026 April 3, 2026
3/22/2026 4/4/2026 April 5, 2026 April 17, 2026
4/5/2026 4/18/2026 April 19, 2026 May 1, 2026
4/19/2026 5/2/2026 May 3, 2026 May 15, 2026
5/3/2026 5/16/2026 May 17, 2026 May 29, 2026
5/17/2026 5/30/2026 May 31, 2026 June 12,2026
5/31/2026 6/13/2026 June 14, 2026 June 26, 2026
6/14/2026 6/27/2026 June 28, 2026 July 10, 2026
6/28/2026 7/11/2026 July 12, 2026 July 24, 2026
7/12/2026 7/25/2026 July 26, 2026 August 7, 2026
7/26/2026 8/8/2026 August 9, 2026 August 21, 2026
8/9/2026 8/22/2026 August 23, 2026 September 4, 2026
8/23/2026 9/5/2026 September 6, 2026 September 18, 2026
9/6/2026 9/19/2026 September 20, 2026 October 2, 2026
9/20/2026 10/3/2026 October 4, 2026 October 16, 2026
10/4/2026 10/17/2026 October 18, 2026 October 30, 2026
10/18/2026 10/31/2026 November 1, 2026 November 13, 2026
11/1/2026 11/14/2026 November 15, 2026 November 27, 2026
11/15/2026 11/28/2026 November 29, 2026 December 11, 2026
11/29/2026 12/12/2026 December 13,2026 December 25,2026
12/13/2026 12/26/2026 December 27, 2026 January 8, 2027




