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ADMINISTRATIVE GUIDELINE

The following guidelines outline the steps that staff shall follow when reviewing staffing hours determined to be medically necessary and provided in Adult Foster Care (AFC) homes. 

1. Providers must submit, on a monthly basis, the number of staffing hours provided in each AFC home included in Attachment A of CMHCM/Provider Contract. 
· Requirement per Contract, Attachment B: Reporting Requirements; by the 15th day of the month for the prior month. Hours shall be submitted to the Provider Network Specialist by email. 
2. The Provider Network Specialist will enter the number of staffing hours, reported as a total number of hours per week, into tracking spreadsheet. Variance calculation/conditional formatting to track weeks in which the variance in staffing hours provided compared to staffing hours required exceeds two percent. 
3. If the variance exceeds two percent for three weeks within a two-month period, the Provider Network Specialist will request explanation from Provider related to differences in staffing hours provided/needed. 
· Provider Network Specialist will determine, based on the provider’s response, if explanation should be noted for future reference or if referral to the treatment team is appropriate for discussion related to changes in medically necessary staffing hours for those currently residing in the AFC home. 
· If referral to the treatment team determines that updates to the staffing schedule are necessary; the treatment team discusses and comes to agreement on appropriate staffing with the provider. The unbundling forms are updated and returned to Provider Network Specialist to update provider rates within the authorizations, save the unbundling form appropriately and distributes to the provider contact for billing/tracking purposes. Staffing schedule and respective rates are to be updated going forward. 
4. [bookmark: _GoBack]The Provider Network Specialist will randomly choose two weeks per year, per AFC home, to request timesheets from the provider to confirm the hours reported per this guideline. Timesheets will be requested and shall be returned to the Provider Network Specialist for review within 15 calendar days from the request date. At any time, Provider Network Management may select additional weeks to confirm reported hours via timesheet review.
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