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GENERAL REQUIREMENTS FOR HCS BILLING FOR DAY HABILITATION AND SUPPORTED EMPLOYMENT

DEFINITIONS

Day Habilitation:  There are essentially two types of day habilitation services that can be provided to HCS clients to satisfy the required hours of activities.  First, there are scheduled day habilitation services.  These are services that are provided in our Day Activity Centers, are scheduled, and are intended to improve the individual’s daily living skills, and/or provides for leisure/social/retirement activities that have a training component.  The second type of day habilitation service that is allowable, is the time that an individual is working in a community job.  To bill for this type of day habilitation, the individual must be working in a job that meets Supported Employment Service Definitions.  It is allowable to bill for the actual time the individual worked, as long as the individual is receiving Supported Employment Services.  If the individual is not receiving Supported Employment Services, then it is not allowable to bill for this type of day habilitation.

Supported Employment:  These are on the job support services provided to an individual who is employed in a position that exists in the local business community, that fill a need in an organization for which someone will be hired.  This service must be provided while the individual is on the job in order to be a billable service through HCS.  A regular community job confers on the individual in the job all the status and benefits of employment that other staff of that organization will  receive.  The services provided are directly related to the individual sustaining their paid community employment.  The job site must have no more than either one employee or 3% of the work setting employees with disabilities.  Billing for Supported Employment Services provided to HCS clients is allowable only if the services are not available through the Texas Rehabilitation Commission, Texas Commission for the Blind or, the local school district.

Texas Rehabilitation Commission:   TRC is the State agency responsible for establishing a network of rehabilitation providers to both vocationally train and assist individuals in getting and sustaining employment.  To be eligible to receive TRC assistance the individual must meet eligibility requirements.   This means that the individual must be diagnosed with a physical, mental, or other debilitating illness.  TRC is a funding agency.  They pay established vendors on contract with them to provide specific services.  Bluebonnet Trails is on contract with TRC as a vendor.

Billable Time:  When billing for an HCS client’s participation in day habilitation service provided in the Day Activity Center, staff either bill for a half a unit or a full unit.  This is determined by the actual time that the individual actively participated.  

Individual Plan of Care:  The IPC is at a minimum, a written plan identifying the specific service goals, objectives and needs of the HCS eligible individual.  The plan is developed during an interdisciplinary team meeting with the individual and/or family members attending so that  they can  provide input into developing the plan.  The plan is reviewed/revised at least annually.

PROCEDURES

1.
Plan: The Individual Plan of Care must clearly identify the day habilitation and supported employment goals, objectives, needs and desires of the individual.  The interdisciplinary team meets with the individual and/or family members to determine the individual’s specific treatment goals, objectives, and needs.  The individual and/or family member(s) provide input on their desires, goals, and service preferences.  A written individualized plan is developed through this process.  The plan is filed in the individual’s record and followed by the staff involved in providing the services.

2.
Referral:  The primary Service Coordinator makes referral to the appropriate services by utilizing the standard Referral and Service Request Form.  Also, the specific programs are provided with a packet of information upon referral that includes, but is not limited to: Emergency Data Sheet, Person Centered Plan, brief description of the requested services, and other information deemed necessary.   

3.
Assessment:  The first 30 days of the individual’s participation in the specific program should be considered an assessment period to elicit/assess the individual’s interests, goals and desires, current skill level, and other pertinent information.  At the end of this period, specific program goals and objectives will be developed.  If revisions need to be made to the original Individualized Plan of Care they should occur at this time.

4.
Service Records:  Any individual participating in day habilitation services provided at the Day Activity Center, must have a billing strip completed daily, with a weekly summary note completed on the same service record.  On the first workday following the previous work week, all original service records are to be batched and forwarded to the local HCS billing clerk.  The billing clerk will bill for either a half a unit or a full unit depending on the actual time the individual actively participated.   

Half Unit   - 2 to 5 hours of active participation

Full Unit   - 5 or more hours of active participation

5.
For Individuals that are receiving day habilitation as part of the actual time they spent on the job, the HCS billing clerk will need to have a copy of their work schedule from their employer (or if that is not available, service record documentation indicating the work schedule for the previous work week, the source of that information, and place of employment). The individual’s job coach will  provide to the local HCS billing clerk this information on  the first workday following the previous work week.  The local HCS billing clerk or designee will fill out the appropriate billing strips.  

When billing for day habilitation for an individual working in the community receiving Supported Employment Services, it is allowable to bill for a full unit for every day (up to a maximum of five days per week), that the individual is physically on the job, whether the individual is on the job for 15 minutes or 6 hours, you  bill for a full unit.  For example, the individual works Monday, Wednesday, and Friday during a given week. Staff would bill for a full unit of day habilitation for each of those three days, or a total of three units.  
Note:
If staff intend to bill for day habilitation services based on the amount of time an individual spent on the job, then the individual must be receiving Supported Employment Services.  If Supported Employment Services are not being provided to the individual, then billing for this type of day habilitation is not allowable.  Also, when billing for day habilitation for the time an  individual  was on the job, staff do not need to develop separate/additional Service Plan objectives for day habilitation.  The Supported Employment goals and objectives will substantiate the provision of day habilitation in these circumstances.  

6.
Supported Employment: Individual’s that are receiving Supported Employment Services must have been referred to the Texas Rehabilitation Commission for eligibility determination.  The local HCS billing clerk must be advised immediately upon notification from TRC if the individual is eligible or not for TRC funded services.  If the individual is eligible for TRC services it is not allowable to bill HCS for Supported Employment Services.  The same is true for any individual who is receiving these services through the Texas Commission for the Blind or local school district.  Once the individual is no longer receiving Supported Employment Services provided by TRC, Commission for the Blind, or local school district, it is allowable to bill for these services through HCS.  To do so, there must be clear justification indicating that continued Supported Employment Services are needed.  Justification must be documented in the Plan of Care and a summary note which specifically identifies the Supported Employment Service needs of the individual.  A Service Record (hand-written Service Records,   typed Service Records) must be completed for each individual service event when providing Supported Employment Services.  Service Records are to be batched and forwarded to the local HCS billing clerk on the first working day following the previous work week.  

7.
When billing for Supported Employment Services provided to an individual, bill for the actual time that the job coach provided services to the individual and/or supervisor on behalf of the individual.  Time is rounded to quarters of an hour as follows:

8 minutes - 22 minutes = .25

 23 minutes - 37 minutes = .50

 38 minutes - 52 minutes = .75

 53 minutes - 67 minutes = 1.0

Note:
Training on filling out job applications, interviews and other job search activities are not billable Supported Employment Services.  When doing these activities with an individual, it should be billed under the day habilitation component.  The Service Coordinator must include those hours of day habilitation on the IPC.  

8.
Employer Data Sheet: The job coaches must fill out a Employer Data Sheet for each employer that has hired one of the individuals receiving Supported Employment Services.  The Data Sheet ensures that all  placements at local businesses will meet criteria for integrated employment (i.e., 3% or less of the other employees have disabilities).  The Data Sheets are to be kept in a file at the job coach’s office.

9.
History of Institutionalization: There must be documentation in the record that indicates that the individual receiving Supported Employment Services has a previous history of institutionalization in a ICF-DD program (such as a state school or community based ICF-DD program).  It is the responsibility of the primary Service Coordinator to ensure that the documentation is in the individual’s record.   This can be documented in a variety of places in the record (Assessments, Evaluations, Service Records).  It is recommended that the Service Coordinator include this information in the social history section of standard assessments. 

