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RECORD KEEPING

Providers must maintain case records for all LT-R€Spients and personnel records on all
supervisory and direct care staff. Providers gh@llvays maintain adequate documentation of
the units of services provided. The provider stoshsure that timesheets and service logs
include matching times for the units of serviceyed by the employee. Records must be
complete, accurately documented, readily accessdnd organized. Personnel and recipient
records must be retained for a period of five years

Any error made in a recipient’s or employee’s relcotust be corrected using the legal method

which is to draw a line through the incorrect imf@tion, write “error” by it and initial the
correction. Correction fluid must never be used necipient’s or employee’s record.

Recipient Records
Records at the Provider’s Office
Providers must provide reasonable protection faripient records against loss, damage,

destruction, and unauthorized use. A provider naste a separate written record for each
recipient that includes:

. A copy of all Plans of Care,

. Standardized weekly LT-PCS service logs completethé worker,

. Timesheets substantiating the units of servicdedibr the service dates on the
claim,

. Accident/incident reports involving the recipient,

. A copy of all complaints received involving the igent, and

. A copy of signed Agreement to Provide Services (#énapplicable, CPOC Task
List/Provider Agreement).

Records at the Recipient's Home
Providers must maintain a binder at the recipiemt'sie that includes the following:

. A copy of the recipient’s Plan of Care, and
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. Copies of the recipient’s service logs for the nresent two week period.

NOTE: A copy of the “Log of Weekly Services/Supog Daily Progress
Notes” along with instructions for using and contiplg this form can be found in
Appendix D.

In the event that DHH or its designee notices uitagties in documentation, the records may be
seized, copied and returned to the recipient’s home

Personnel Records

A provider must have a written record on each egg#dhat includes:

. The application for employment,
. Verification of age (when applicable),
. Verification of education and work experience (wiagplicable),
. Documentation of the employee’s current physicahb@ddress,
. Documentation of orientation and annual trainingsluding the following:
. Date of training
. Time spent in training session
. Subjects covered
. Name of the trainer

NOTE: Verification of training shall be furnished toettOffice of Aging and
Adult Services or its designee upon request.

. Criminal background check findings,

. Periodic, at least annual, performance evaluations,

. An employee’s starting and termination dates alnly salary paid,
. Time sheets for all times on duty, and

. Any complaints or disciplinary action concerning gmployee.
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Avalilability of Records

Providers must make recipient and personnel recrdgable to DHH, its designee and/or other
state and federal agencies upon request. Thedaoshall be responsible for incurring the cost
of copying records for DHH or its designee.

Confidentiality and Protection of Records

The provider shall comply with the provisions ofettiHealth Insurance Portability and
Accountability Act (HIPAA) of 1996, as establishbg the Centers for Medicare and Medicaid
Services. Providers and their employees must mettty or indirectly disclose or knowingly
permit the disclosure of any information concerniing agency, the recipients or their families to
any unauthorized person. The provider must safegtiee confidentiality of any information
which may identify the recipient or his/her familyConfidential information shall only be
released under the following conditions:

. By court order, or

. By the recipient’s written, informed consent folegse of information.
A system must be maintained that provides for teeusty of all records. Recipient and
personnel records must be maintained at the prosidein office. If the provider establishes a

satellite office, a copy of the records may be rrzaned at the satellite office.

NOTE: Under no circumstances should provider staff resrmecipient records from the office.
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