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August 30, 2013

To: Area Agencies on Aging
Mohave County Career One-Stop

From: Melanie K. Starns, M.A.G. j;{ O,
DES Assistant Director S é“" / Mé

Division of Aging and Adult Services
Subject: State Fiscal Year (SFY) 2014 Allocations

The following ALERTS are attached:

ALERT FUND SOURCE/TYPE

ALERT SFY-14-1B Older Americans Act Title Il and VIl — Family Caregiver Support Program
Allocations

ALERT SFY-14-5B Senior Community Service Employment Program — Performance Goals and
Revised Allocations

ALERT SFY-14-7B State Health Insurance Assistance Program/Senior Medicare Patrol - Revised
Allocations

ALERTSFY-14-10B Policy and Procedures— Cost-Sharing and Voluntary Contributions

ALERT SFY-14-10C Policy and Procedures — Revised Chapter 1000, Section 1900, Client Complaint,

Administrative Review and Appeals
ALERT SFY-14-10D Policy and Procedures — Chapter 3000 Revisions
ALERT SFY-14-11C Other Funds — Refugee Resettlement Program Allocations
ALERT SFY-14-11D Other Funds — Discretionary Grant Carryover
ALERT SFY-14-11E Other Funds — Chronic Disease Self-Management Education Allocations
ALERT SFY-14-12D Technical Assistance — Respite Registry and Voucher Program
ALERT SFY-14-12E Technical Assistance — DES Special Term and Condition

The ALERTS are subject to change as additional information is received by the Division pertaining to the
funding sources identified.

ALERTS are available on the Division website using the link:
https:/iwww.azdes.gov/daas/alerts

A SFY 2014 confract operating budget is due to the Division of Aging and Adult Services, Fiscal and
Contracts Unit by close of business Monday, September 20, 2013. When developing your contracting
budgets please round up to whole numbers. Once hudgets are submitted to BAAS, an amendment will be
prepared,

Should you have any questions regarding the attached ALERT, please contact your assigned Contract
Specialist.

cc:  Lynn Larson, Nina Sutton, Bridget Casey, Cam Kowal, Jerry Lay, Fernando Armador, Cindy
Saverino, Darrell Reagan, David Besst, Jutta Ulrich, Mark Radan, Patricia Gonzales-Emblem, Tammy
Frazee, Roberta Blyth, Toi La'shawn Ramey, Ben Kauffman, DAAS file
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DEPARTMENT OF ECONOMIC SECURITY

Your Partner For A Stronger Arizona

Division of Aging and Adult Services
ALERT
SFY-14-1B

Older Americans Act Title lll and VII
for SFY-2014

Family Careqgiver Support Program Allocation

On March 15, 2013, Area Agencies on Aging (AAAs) were reallocated a portion of the SFY-12
llI-E carryover in ALERT SFY-13-1C. The balance of the OAA Title IlI-E carryover from SFY
2012 funds that was over the 20 percent limit is being reallocated to the AAAs to support the
new Respite Voucher Program that is under development. These funds are being distributed
based on the Title Il funding formula, as shown in the table below:

Area Agency on Aging Percent Total SFY-12 | Vouchers

IlI-E Carryover | Available
Region One, Inc. 44% $ 110,000.00 366
Pima Council on Aging 16% $ 40,000.00 133
Northern Arizona Council of Governments 9% $ 22,500.00 75
Western Arizona Council of Governments 9% $ 22,500.00 75
Pinal/Gila Council for Senior Citizens 7% $ 17,500.00 58
SouthEastern Arizona Governments Organization 5% $ 12,500.00 42
Navajo Nation 6% $ 15,000.00 50
Inter-Tribal Council of Arizona, Inc. 4% $ 10,000.00 33
Total 100.00% $ 250,000.00 832

These reallocations must be used only for reimbursements related to respite voucher services.
The voucher program is expected to launch in October, in conjunction with the startup of the
Division of Aging and Adult Reporting System (DAARS). More information about the voucher
program is available in Technical Assistance ALERT SFY-14-12D. The following parameters
will be used in DAARS for budgeting and reporting purposes associated with this funding:

| SOW Code = RSP |  Program Code=FCS |  Service Detail =VCH |

The Respite Voucher Program is not a mandated activity for any Area Agency on Aging. Any
AAA opting out of receiving these funds must inform DAAS by September 30, 2013. Any
funding not accepted by AAAs will be reallocated to participating AAAs in a future ALERT.

All Title IlI-E carryover funds must be expended by June 30, 2014. Expenditure of these
funds will be monitored closely and adjustments to these reallocations may be implemented in a
future ALERT if deemed necessary.

Should you have questions regarding the allocations, please contact your assigned Contract
Specialist.
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DEPARTMENT OF ECONOMIC SECURITY
Your Partner For A Stronger Arizona
Division of Aging and Adult Services
ALERT
SFY-14-5B

Senior Community Service Employment Program (SCSEP)

for SFY-2014

This ALERT applies to Area Agency on Aging, Region One Inc., Pima Council on Aging, Northern
Arizona Council of Governments, Pinal/Gila Council for Senior Citizens, and Mohave County Career
Center One-Stop.

This ALERT is being provided to non-patrticipating regions as information only.

Per ALERT SFY-14-5A issued on June 7, 2013, Program Year (PY) 2013/State Fiscal Year
(SFY) 2014 Senior Community Service Employment Program (SCSEP) performance goals had
not yet been determined and were to be forwarded to sub-grantees once they were finalized.

Attachment A to this ALERT provides SCSEP final performance goals for PY13/SFY2014. Each
sub-grantee will be held accountable to meet or exceed these goals as they relate to their
respective service delivery areas. The annual calculation of these goals is based on the Quarter 3
grantee Quarterly Progress Reports (QPR) which is a compilation of sub-grantee performance.

QPRs are generated each weekend by U.S. Department of Labor/Employment and Training
Administration (USDOL/ETA). Sub-grantees are directed to verify and correct all rejected records
no later than the week following the generation of these reports. Outstanding rejected records
have a negative impact on the calculation of these goals.

The number of authorized positions is modified to account for higher state minimum wages.
Authorized positions are reported in Section A4 of the QPR. SCSEP Performance and Results
QPR uses modified positions rather than authorized positions for calculating vacancies in Section
B of the QPR and service level and the community service measure in Section E.

Pima Council On Aging/Mohave County Career One-Stop

At the close of PY12/SFY2013, the Pima Council on Aging (PCOA) and Mohave County One-Stop
informed DAAS that they were no longer able to provide SCSEP services. The procurement process
for both areas has been initiated.

In October 2013, the Pima County Career One-Stop will assume responsibility of the SCSEP from
PCOA in Pima County. Approximately 75 percent of the funding from PCOA’'s PY13/SFY2014
budget will be reallocated to facilitate the SCSEP transition to Pima County Career One-Stop.
DAAS will contract directly with Pima County Career One-Stop to provide SCSEP. This will be
done so that Pima County Career One-Stop experiences minimal fiscal disturbances as they
acclimate themselves and gain more familiarity with the programmatic nuances of SCSEP.

The Mohave County Career One-Stop has agreed to continue offering the SCSEP through August
30, 2013. As the procurement/competitive process moves forward for Mohave County, DAAS will
ensure appropriate strategies are implemented and completed to maintain program integrity.
Seamless service will be at the epicenter of these strategies to ensure service to the participant is
not compromised.
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DEPARTMENT OF ECONOMIC SECURITY
Your Partner For A Stronger Arizona
Division of Aging and Adult Services
ALERT
SFY-14-5B

Senior Community Service Employment Program (SCSEP)

for SFY-2014

Approximately 80 percent of the funding from Mohave County Career One-Stop’s PY13/SFY2014
budget will be reallocated to Area Agency on Aging, Region One, Inc. to facilitate the pending
transition of the SCSEP in Mohave County. The transferring of participant files and the sharing of
pertinent program information will also take place between the affected organizations as the
transition and procurement process unfolds and concludes.

The revised funding allocations are included in Attachment B of the ALERT.

Should you have any questions regarding the allocation reduction, please contact your assigned
Contract Specialist.




SFY- 14-5B -Attachment A

SENIOR COMMUNITY SERVICE EMPLOYMENT PROGRAM
SUMMARY OF GRANTEE/SUBGRANTEE GOALS
PY 2013/SFY 2014
(July 1, 2013 — June 30, 2014)

Authorized Positions 116

Modified Positions TBD

Performance Measure Goal

1. Community Service 82.6%
The number of hours of community service in the reporting period divided by
the number of hours of community service funded by the grant minus the
number of paid training hours in the reporting period.

2. Common Measures Entered Employment 27.0%
Of those not employed at the time of participation, the number of participants
employed in the first quarter after the exit quarter divided by the number of
participants who exit during the quarter.

3. Common Measures Employment Retention 72.3%
Of those participants who are employed in the first quarter after the exit
guarter, the number employed in both the second and third quarters after the
exit quarter divided by the number of participants who exit during the
quarter.

4. Common Measures Average Earnings $7,465
Of those participants who are employed in the first, second, and third
quarters after the quarter of program exit, total earnings in the second and
third quarters after the exit quarter, divided by the number of exiters during
the period.

5. Service Level 173.3%
The number of participants who are active on the last day of the reporting
period or who exited during the reporting period divided by the number of
modified community service positions.

6. Service to Most in Need 2.40

Average number of barriers per participant. The total number of the following
characteristics: severe disability, frail; age 75 or older, old enough for but not
receiving SS Title Il, severely limited employment prospects and living in an
area of persistent unemployment, limited English proficiency, low literacy
skills, disability, rural, veterans, low employment prospects, failed to find
employment after using WIA Title I, and homeless or at risk of homelessness
divided the number of participants who are active on the last day of the
reporting period or who exited during the reporting period.

\\Desvfiler09\DAAS-CO-SHARE\OperationaNALERTS\SFY 2014\AAA\5 - SCSEP\SFY-14-5B Attachment A - SCSEP SFY14-
PY13 Perf. Goals.doc



STATE GRANTEE: ARIZONA - SENIOR COMMMUNITY SERVICE EMPLOYMENT PROGRAM TRAINING
POSITIONS AND FUNDING

July 1, 2013 - June 30, 2014

SFY 14-5B Attachment B

PY 13 SCSEP
(SFY14) COUNTY # POSITIONS TOTALS
REGION 1 Maricopa 41 41
REGION 2 Pima 8 8
REGION 3 Apache 12
Cocon!no 10 43
Navajo 13
Yavapai 8
MOHAVE COUNTY Mohave 8 8
REGION 5 Gila 8
. 16
Pinal 8
116 116
PY 13 SCSEP CONTRACTED SUPPORTIVE CONTRACT 10% CONTRACT
(SFY14) % OF STATE WAGES/FRINGE SERVICES ADMINISTRATION] SUB-TOTAL IN-KIND TOTAL
REGION 1 35% $ 316,030.00 | $ 24,908.00 | $ 39,502.00 | $ 380,440.00] % 4227200 | $ 422,712.00
REGION 2 7% $ 15,855.00 | $ 1,267.00 | $ 1,900.00 | $ 19,022.00 | $ 2,113.00] $ 21,135.00
PIMA COUNTY $ 47,351.001 % 3,715.001 $ 6,001.001$ 57,067.00] $ 6,341.00 | $ 63,408.00
REGION 3 37% $ 334,089.001$ 26,331.00] % 41,761.001$ 402,181.00] $ 44,688.00 | $ 446,869.00
MOHAVE COUNTY 7% $ 10,534.00 | $ 830.00 | $ 1,600.00|$ 12,964.00] $ 1,440.00 | $ 14,404.00
REGION 1 (MOHAVE) $ 52,672.00 ]| $ 4,152,001 % 6,301.00 | $ 63,125.00 | $ 7,014.00] % 70,139.00
REGION 5 14% $ 126,412.00 | $ 9,962.001 $ 15,801.00 ] $ 152,175.00] % 16,908.00 | $ 169,083.00
TOTALS 100% $ 902,943.00 $ 71,165.00 $ 112,866.00 | $ 1,086,974.00]|$ 120,776.00 ] $ 1,207,750.00
8/21/2013 5:30 PM
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DEPARTMENT OF ECONOMIC SECURITY
Your Parener For A Stronger Arizona
Division of Aging and Adult Services
ALERT
SFY-14-7B

State Health Insurance Assistance Program (SHIP)/SMP

for SFY-2014

Senior Medicare Patrol (SMP)

The Division of Aging and Adult Services (DAAS) received its grant award for SMP, #90MP0089-
03, in the amount of $167,955 from the Administration for Community Living (ACL) for the project
period June 1, 2013 - May 31, 2014. This is a reduction of $4,183.

The following revised SMP allocations are being made to each Area Agency on Aging (AAA):

Area Agency on Aging Allocation

Region One, Inc. $ 15,967
Pima Council on Aging $ 15,967
Northern Arizona Council of $ 15,967
Governments

Western Arizona Council of $ 15,967
Governments

Pinal/Gila Council for Senior $ 15,967
Citizens

SouthEastern Arizona $ 15,967
Governments Organization

Navajo Nation $ 15,967
Inter-Tribal Council of Arizona $ 15,967
Total $ 127,736

The original allocation on previous ALERT SFY-14-7A should have been $16,305 instead of
$19,680, based on the previous year’'s grant award. Subsequently the actual grant award that
was received further reduced this year’s allocations by $338 per agency.

Emphasis for this grant term will continue to focus on the following activities:

e Continue to utilize the national SMP logo and tagline.

e Identify one individual at each AAA who will be designated as the key SMP
Complex Issues Specialist.

e Utilize training materials and information provided by ACL and the SMP Resource
Center.

o Participate in information/health fairs designed to target Medicare populations.

e Submit monthly reports that include: data regarding Medicare fraud, errors, or
abuse via the client contact forms, list of active SMP volunteers, adding a
volunteer form for new SMP volunteers, Volunteer Tracking and Management
Volunteer Hours, and Public & Media Activity Form.
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DEPARTMENT OF ECONOMIC SECURITY
Your Parener For A Stronger Arizona
Division of Aging and Adult Services
ALERT
SFY-14-7B

State Health Insurance Assistance Program (SHIP)/SMP

for SFY-2014

The following service code is to be used in the Aging Information Management System
(AIMS):

e SMP - Senior Medicare Patrol Project

The following parameters will be used in the Division of Aging and Adult Reporting System
(DAARS) for budgeting and reporting purposes associated with this funding:

| SOW Code = SMP |  Program Code = SMP |

SMP Expansion Grant

The ACL Office of Grants Management did not approve the 15 month No-Cost Extension (NCE)
request for the SMP Volunteers Expansion Grant (SMV) #90MP0110/01 due to the project end
date. Therefore, funds in the amount of $15,260 will not be available for the Western Arizona
Council of Governments (WACOG) for SFY-2014.

Area Agency on Aging Allocation

Western Arizona ($15,260)
Council of Governments
Total ($15,260)

Should you have any questions regarding the allocations, please contact your assigned Contract
Specialist.
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DEPARTMENT OF ECONOMIC SECURITY
Your Partner For A Stronger Arizona
Division of Aging and Adult Services
ALERT
SFY-14-10B

Policy and Procedures
for SFY-2013
Policy and Procedure ALERTS are intended to notify Area Agencies on Aging (AAAs) and other
contract partners of newly developed or revised Division of Aging and Adult Services (DAAS) Policies
and Procedures. Periodically, policy is developed due to changes in federal program policy as well

as to respond to requests for clarification of existing policy by contracted providers. Please ensure
that the appropriate AAA personnel is aware of these revisions.

Background
The DAAS, in collaboration with the AAAs, formed a workgroup which reviewed current policy and
procedures for client cost sharing and voluntary contributions. Prior policy required cost sharing for
Respite only. The workgroup considered and added other services to better align DAAS policies with
federal guidelines on cost-sharing and voluntary contributions.

Summary of Revisions
Cost-sharing and voluntary contributions are permitted, unless approved for a Cost Sharing Waiver,
all AAAs shall engage actively in developing policies and procedures for soliciting contributions from
eligible clients.

1. All AAAs shall create a policy on service contributions.

2. Cost sharing will be required for Adult Day Care, Attendant Care, Housekeeping, Personal
Care, and Respite.

3. A standard sliding contribution scale shall be used statewide.

The DRAFT policy and procedures for the operational procedures for service contributions section
2900 can be found in Attachment A of this ALERT. The DRAFT policy and procedures section 2705
for requesting a waiver can be found in Attachment B of this ALERT. The cost sharing waiver can
be found in Attachment C of this ALERT.

Implementation

The DRAFT of the DAAS Policy and Procedure Manual, Chapter 2000, Section 2705 and Section
2900, will be posted on the DAAS website for review and feedback. AAAs should coordinate with
one another to prepare a single response of feedback/comments. Please submit comments in
writing to julrich@azdes.gov no later than September 18, 2013. Comments received by DAAS
will be addressed and a revised draft will be posted. A conference call with AAAs will be scheduled in
September 2013 to allow for discussion of changes. The final revisions to Chapter 2000 Sections
2705 and 2900 will go into effect on October 1, 2013.

The Policies and Procedures can be accessed at
https://www.azdes.gov/common.aspx?menu=36&menuc=28&id=8252



mailto:julrich@azdes.gov
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Your Partner For A Stronger Arizona

Division of Aging and Adult Services

ALERT
SFY-14-10B
Policy and Procedures
Key Dates
August 30, 2013 DRAFT Chapter 2000 Section 2700 and 2900 available for review

September 18, 2013 Last day for AAAs to submit a single coordinated set of comments to
DAAS on the draft
September 20, 2013 Revised DRAFT Chapter 2000 Section 2700 and 2900 posted on DAAS

website
September 25, 2013 Conference call to discuss changes
October 1, 2013 Effective date for revised DAAS Policy and Procedure Manual, Chapter

2000, Section 2700 and 2900 final version posted on DAAS website

Should you have questions regarding the policies and procedures, please contact Jutta Ulrich 602-
542-6615 or via email at julrich@azdes.gov or your assigned Contract Specialist.
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SFY-14-10B Attachment A

2900

Service Contributions

2901

Overview

2901.1

This chapter provides an outline of the Division of Aging and Adult Services
operational principles and procedures for service contributions for services provided
under the Older Americans Act. This policy chapter is subject to change as additional
information and/or regulations are received from the U.S. Department of Health and
Human Services, Administration on Aging.

2901.2

Recipients of Older Americans Act services are to be provided the opportunity to
voluntarily contribute to the cost of services. In addition, the Older Americans Act
Amendments of 2006 permit States to implement cost sharing for certain

services. The Division of Aging and Adult Services, in partnership with Area

2901.3

Guiding principles for the NMHCBS include:

1. Contributions from clients help support and expand the NMHCBS. Cost
sharing shall be required for adult day care, attendant care, housekeeping,
personal care, and respite services. The Area Agencies on Aging are
encouraged to implement cost sharing for all permitted services.

2. All clients, regardless of income, and their caregivers shall be provided the
opportunity to make voluntary contributions for all services on a regular basis.

3. Each Area Agency on Aging shall maintain policies on voluntary contributions
and cost sharing.

2900

Service Contributions

2903

Authority and Statutory Requirement

2902

The information in this section is authorized and governed by the following statutes
and regulations:

A

Reference: Older Americans Act of 1965, as Amended in 2006, P.L. 109-365,
8315;
http://www.aoa.qgov/AocARoot/AcA Programs/OAA/oaa full.asp

Issue/Revision Date: 08-30-13
Effective Date: 07-01-04 2900-1
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SFY-14-10B Attachment A

2900

Service Contributions

2903

Requirements for Area Agencies on Aging

2903.1

Each Area Agency on Aging shall have a policy on service contributions and submit

to the Division for review. When implementing service contributions, the Area Agency

on Aging, or entity that such agency has contracted with, shall ensure the following

service standards are met:

Provide each client the opportunity to make service contributions as permitted by
the Older Americans Act. Area Agency on Aging policy shall clearly distinguish
requirements and procedures for cost sharing and voluntary contributions.

1. Cost sharing shall be required for adult day care, attendant care,
homemaker/housekeeping, personal care, and respite.

Develop protocols for soliciting service contributions, collecting contributions, and
tracking.

Implement training of staff involved in the soliciting of contributions on the
requirements of the Older Americans Act, Division policy and Area Agency on
Aging policy as well as non-coercive methods of solicitation.

Widely distribute written material in languages reflecting the reading abilities of
older individuals that describe the criteria for cost sharing and/or voluntary
contributions, any fee schedules, and the mandate described in sections
2904.1.D. and 2905.1.D. below.

(was 2903.5.G)

E

Ensure that distribution of material specified in section 2903.1.D. is documented
in each client file.

2903.2

Area Agencies on Aging may request a waiver from implementing cost sharing for all
or selected services meeting-the-erteria identified in 2901.3 and utilizing the process
identified in the Division of Aging and Adult Services Policy Chapter 2100 — Area Plan
on Aging.

Issue/Revision Date: 08-30-13
Effective Date: 07-01-04 2900-2




SFY-14-10B Attachment A

2900

Service Contributions

2904

Operational Procedures for Voluntary Contributions

2904.1

When implementing voluntary contributions, the Area Agency on Aging, or entity that
such agency has contracted with, shall ensure the following standards are met:

(was 2903.1.B) Voluntary contributions may be solicited for all services funded by
the Older Americans Act ira-methed-thatis-nen-coereive

(Was A) The best method for accepting voluntary contributions is determined
through consultation with relevant entities within the Planning and Service Area.

Each individual is provided with an opportunity to voluntarily contribute to the cost
of the service. Voluntary contributions are permitted for all clients, regardless of
income, and are encouraged for individuals whose self-declared income is at or
above 185 percent of the Federal Poverty Level (FPL), at contribution levels
based on the actual cost of services.

Solicitations are conducted in a method that is non-coercive. Each individual is
clearly informed that there is no obligation to contribute and that the contribution
is purely voluntary.

The privacy and confidentiality of each individual is protected with respect to the
individual's contribution or lack of contribution.

Appropriate procedures are established to safeguard and account for all
contributions.

G

All collected contributions are used to expand the service(s) for which the
contributions were given.

2904.2

Area Agencies on Aging, or the entity that such agencies have contracted with, may
develop suggested contribution schedules for services rendered; however, an
individual's assets may not be utilized as a basis for contributing. The fee schedule
provided for cost-sharing may be used for determining voluntary contributions (see

2905.3).

2904.3

Contributions received shall be recorded in DAARS for services for which client

contribution requests are required.

Issue/Revision Date: 08-30-13
Effective Date: 07-01-04 2900-3




SFY-14-10B Attachment A

2900

Service Contributions

2905

Operational Procedures for Cost Sharing

2905.1

(was 2903.5) When implementing cost sharing, the Area Agency on Aging, or entity
that such agency has contracted with, shall ensure the following standards are met:

(was 2903.3) Cost sharing may be implemented for services funded by the Older
Americans Act, with the exception of the following services:

1. Information and assistance, outreach, benefits counseling, or case
management services.

A 2. Ombudsman, elder abuse prevention, legal assistance or other consumer
protection services.

3. Congregate and home delivered meals.

4. Any services delivered through tribal organizations.

(was 2903.5 F) The eligibility of elder individuals to cost share is determined
solely by a confidential declaration of income and with no requirement for
verification (was D) Assets, savings, or other property owned by an elder
individual are not considered in determining whether cost sharing is permitted.

(was 2903.4) Cost sharing is prohibited for individuals whose income is at or
below 100 percent of the Federal Poverty Level (FPL). Oldertndividuals—whese

(was E) Any services for which funds are received under the Older Americans Act
D | are not denied for an older individual due to the income of such individual or the
individual’s failure to make a cost sharing payment.

(was A) The privacy and confidentiality of each elder individual is protected with
E | respect to the declaration or non-declaration of individual income and to any
share of costs paid or unpaid by an individual.

(was B) Appropriate procedures are established to safeguard and account for all
F | cost-share payments.

(was C) All collected cost share payments are used to expand the service for
G | which the contributions were given.

2905.2

(was_ 2903.6) A%ea—Ageneres—en—Ag+ng4anFsubmma—shdmg4ee—sehedwe—fe#eest

implementation. The sliding fee schedule specified in 2905.3 shall be used to assess
fees. The scale is based on the elder individual’'s income and the cost of delivering
services. The Area Agency on Aging may adjust total income to take into account the
expense of medical/dental services not covered by Medicaid, Medicare or other
insurance, medical insurance premiums, and other out-of-pocket health costs if
clearly identified in the policy of such agency.

2905.3

At least once a year, or when the Area Agency on Aging becomes aware of a change
in a client’s income, the Area Agency on Aging shall review the client's income.

Issue/Revision Date: 08-30-13
Effective Date: 07-01-04 2900-4




SFY-14-10B Attachment A

A signed agreement, readily understood by the client, shall be required unless
2905.4 payment is collected at the time of service delivery. A copy of the fee scale shall be
' attached and must include the statement “Services will not be denied to a participant
if unable to pay.”
Clients should be given a statement of the cost of services they receive, the fees for
2905.5 | which they are responsible and instructions on how to pay. The statement shall
include the statement “Services will not be denied to a participant if unable to pay.”
A reasonable effort shall be made to collect fees from clients or others who may
2905.6 | choose to pay on the client’s behalf. A reasonable effort shall include billing the client
for fees on a reqular basis, including their outstanding balance.
Cost-sharing payments received shall be recorded in DAARS.
2905.7
Sliding Fee Scale
Suggested fee as percentage of Income as percentage of
Cost of Service Poverty Level
0% 100 - 149%
2905.3 10% 150 - 199%
15% 200 - 249%
25% 250 - 299%
50% 300 - 349%
75% 350 - 399%
100% 400% +

Issue/Revision Date: 08-30-13
Effective Date: 07-01-04 2900-5
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Policy and Procedure
for SFY-2014
Policy and Procedure ALERTS are intended to notify Area Agencies on Aging (AAAs) and other
contract partners of newly developed or revised Division of Aging and Adult Services (DAAS) Policies
and Procedures. Periodically, policy is developed due to changes in federal program policy as well

as to respond to requests for clarification of existing policy by contracted providers. Please ensure
that the appropriate AAA personnel is aware of these revisions.

Background
DAAS Policies and Procedures, Chapter 1000, are updated to reflect revisions and adherence to the
Arizona Administrative Code. Revisions address the procedure followed by the AAAs and DAAS.

Summary of Revisions
The following changes to policy have been identified:

1. Overview (Section 1920.1)
a. Updated heading to include administrative review and deleted the word grievance.
b. Deleted and inserted language for clarity.
2. Operational Procedures for Area Agency on Aging Requirements (Section 1921.1 and
1921.2)
a. Updating heading to include Area Agency on Aging requirements.
b. Deleted and inserted language for clarity.
b. Added text related to written notification and reduction of services not terminated
during complaint resolution or appeal process.
3. Operational Procedures for Area Agency on Aging Requirements (Section 1921.3)
a. Deleted adverse action definition.
4. Operational Procedures for Client Complaints (Section 1922.1 and 1922.2)
a. Updating heading to include client and deleted the word grievance.
b. Inserted and deleted text for clarity and adherence to Arizona Administrative Code.
5. Operational Procedures for an Administrative Review resulting from a Client Complaint
or Service Provider (Section 1923.1 through 1923.9)
a. Updated heading to include administrative review and deleted the word appeal.
b. Inserted text and deleted text for clarity and adherence to Arizona Administrative
Code.
6. Operational Procedures for Appeals and Hearings (Section 1924.1)
a. Updated heading to include hearings.
b. Inserted reference to Arizona Administrative Code and deleted remainder of section.

See Attachment A for the full text of the revisions (all highlighted yellow text has been changed,
additions are indicated with underline and strike out text are deletions).
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Policy and Procedure
for SFY-2014
Implementation

The DRAFT of the DAAS Policy and Procedure Manual, Chapter 1000, Section 1900 will be
posted on the DAAS website (https://www.azdes.gov/daas/policy/1000/) for review and feedback.

AAAs should coordinate with one another to prepare a single response of feedback/comments.
Please submit comments in writing to Jutta Ulrich at julrich@azdes.gov no later than
September 30, 2013. Comments received by DAAS will be addressed and a revised draft will be
posted. A conference call with AAAs will be scheduled in October 2013 to allow for discussion of

changes. The final revisions to Chapter 1000, Section 1900 will go into effect on November 15,
2013.

The Policies and Procedures can be accessed at
https://www.azdes.gov/common.aspx?menu=36&menuc=28&id=8252

Key Dates

August 30, 2013 DRAFT Chapter 1000, Section 1900 available for review

October 7, 2013 Last day for AAAs to submit a single coordinated set of comments to
DAAS on the draft

October 18, 2013 Revised DRAFT Chapter 1000, Section 1900 posted on DAAS website

October 25, 2013 Conference call to discuss changes

November 1, 2013 Effective date for revised DAAS Policy and Procedure Manual, Chapter
1000, Section 1900 Area Agency on Aging Administrative Standards, final
version posted on DAAS website

Should you have questions regarding the policies and procedures, please contact Jutta Ulrich 602-
542-6615 or via email at julrich@azdes.qgov or your assigned Contract Specialist.



https://www.azdes.gov/daas/policy/1000/
mailto:julrich@azdes.gov
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SFY-14-10C Attachment A

1000 Area Agency on Aging Administrative Standards

1000

Overview

This chapter provides an outline of the Division of Aging and Adult Services policies and
procedures for the Area Agency on Aging Administrative Standards, Reporting and Functions.

1900 Administrative Mandates

1901

Overview

This chapter provides an outline for the Division of Aging and Adult Services operational policies
and procedures for Administrative Mandates.

Administrative Mandates include Confidentiality and Disclosure of Information, Unusual Incident
Reporting, Client Complaints, Grievances and Appeals.

1910 Confidentiality and Disclosure of Information

1910

Overview

The Division of Aging and Adult Services maintains the confidentiality of the clients served under
the programs of the Division.

This section provides an outline for the Division of Aging and Adult Services operational principles
and procedures on minimum standards for addressing confidentiality and disclosure of
information regarding clients receiving services funded under an approved Area Plan on Aging.
This policy chapter is subject to change as additional information and/or regulations are received
from the State of Arizona and the U.S. Department of Health and Human Services, Administration
on Aging.

1910 Confidentiality and Disclosure of Information

1911

Authority and Statutory Requirements

The information in this section is authorized and governed by the following statutes
and regulations:

1911.1 Older Americans Act of 1965, as Amended in 2006, P.L. 109-365, § 102, § 305, §

A | 306, § 307, 8 308, § 314, 8 315, § 321, § 705, § 712, § 721, and §
764; http://www.aoa.gov/AoARoot/AocA Programs/OAA/oaa full.asp

Issue/Revision Date: 08-30-13
Effective Date: 07-01-04 1900-1
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1910

Confidentiality and Disclosure of Information

1911

Authority and Statutory Requirement

19111

Code of Federal Regulations, Title 45 Public Welfare, C.F.R. §1321.11 and
B | §1321.51

http://ecfr.gpoaccess.qgov/cqi/t/text/text-idx?c=ecfr&tpl=/ecfrbrowse/Title45/45cfr1321 main_02.tpl

The Freedom of Information Act, 5 U.S.C. 8 552 As Amended By Public Law No.
C | 110-175, 121 Stat. 2524 (2007)

http://www.gpo.gov/fdsys/pka/PLAW-110publ175/pdf/PLAW-110publl175.pdf

Health Insurance and Portability Act of 1996 P.L. 104-191
http://aspe.hhs.gov/admnsimp/pl104191.htm

A.R.S. 841-1959, 841-1991 thru 841-1995
http://www.azleqg.state.az.us/ArizonaRevisedStatutes.asp?Title=41,

846-454
E http://www.azleg.state.az.us/ars/46/00454.htm

8 46- 41
http://azleg.gov/FormatDocument.asp?inDoc=/ars/46/00141.htm&Title=46&DocTy
pe=ARS

Arizona Administrative Code, Title 6, Chapters 5, 8 and 13
http://www.azsos.gov/public_services/Title _06/06 table.htm

Department of Economic Security Policy - Unusual Incident Reporting 1-07-02A
http://intranet/appFiles/Policies/pdf/DES-1-07-02A.pdf

and 1-07-02B
http://intranet/appFiles/Policies/pdf/DES-1-07-02B.pdf

1911.2

The Area Agency on Aging must ensure that service providers comply with the
following:

A fingerprint based criminal background check shall be completed at time of hire,
or as a result of reassignment after hire, on employees and volunteers who have
direct contact with juveniles or vulnerable adults including those who are mentally
A | disabled, frail, or have a chronic disease that puts them at risk for abuse (see
A.R.S. § 46-141). See also the Arizona Department of Economic Security Special
Terms and Conditions - ProFleet and Equipment Services / Optional Auto /
Children-Vulnerable Adult / Bonding Area Agency on Aging, section 5.

Issue/Revision Date: 08-30-13
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1910 Confidentiality and Disclosure of Information

1912

Operational Procedures for Confidentiality and Disclosure of Information

An Area Agency on Aging, or entity that such agency has contracted with, shall
1912.1 | comply with all applicable State and Federal statutes, rules and regulations regarding
the confidentiality, use, or disclosure of applicant or client information.

An Area Agency on Aging must have in place procedures to ensure that no
1912.2 | information about a client is disclosed by the entity that such agency has contracted
with, without the informed consent of the client.

An Area Agency on Aging, or entity that such agency has contracted with, is not
1912.3 | required to disclose types of information or documents that are exempt from
disclosure by a Federal agency under the Federal Freedom of Information Act.

An Area Agency on Aging shall not require the entity that such agency had contracted
1912.4 | with to provide legal services assistance to reveal any information that is protected by
attorney-client privilege.

The following information is considered confidential:

A | The names and addresses of applicants and recipients of service.

B | The type of services provided.

Information related to the social and economic conditions or circumstances of an

1912.5 individual.

D | Agency evaluation of information about an individual.

Medical data, including diagnosis, past history of disease or disability of an
individual.

Personally identifiable information entered in the Aging Information Management

2 System (AIMS).

Confidential information shall not be released except under the following conditions:

To the extent necessary to make claims for public or private assistance or benefits

N on behalf of the client.

B | Referrals to Adult Protective Services, as required in A.R.S. 46-454.

C Referrals to law enforcement if a crime may be committed or that a crime has been

1912.6 committed, unless this is privileged information.

Written request is made by the applicant, client, or legal guardian. Only
information that relates directly to the client shall be released.

An emergency situation arises and it is in the best interest of the applicant or client
E | that information is disclosed. The information disclosed and to whom shall be
recorded in the case record and the applicant or client shall be notified promptly.

Issue/Revision Date: 08-30-13
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1910

Confidentiality and Disclosure of Information

Operational Procedures for Confidentiality and Disclosure of Information

Information is requested by persons or agency representatives who are subject to
standards of confidentiality comparable to those contained in this chapter. The
information disclosed and to whom shall be recorded in the case record and the
applicant or client shall be notified promptly.

1910

Confidentiality and Disclosure of Information

1912

Operational Procedures for Confidentiality and Disclosure of Information (continued)

1912.7

Disclosure of confidential information as identified in section 1912.6 shall be specific
and time limited and must be documented in a case record. Documentation in case
records must identify the following:

The information that was disclosed. A copy of the written release of information

A from the party seeking the information shall be part of the case record.

To whom the information was disclosed.

B
C | The purpose of the disclosure.
D

The date and time the information was disclosed.

E | The name of the individual who made the disclosure to the requesting party.

1912.8

When monitoring entities funded under an approved Area Plan on Aging, an Area
Agency on Aging shall not require the entity that such agency has contracted with to
disclose information or data about applicants or clients which is not pertinent to the
service furnished or payment made. The Area Agency on Aging should use the least
intrusive methods possible to obtain the information necessary to fulfill monitoring
activities.

1912.9

Legal assistance providers shall not be required to disclose the information which
would be considered privileged and which may include “revealing information relating
to the representation of a client, unless the client consents, after consultation, except
for disclosures that are implicitly authorized in order to carry out the representation.”
Legal assistance providers are legally and ethically prohibited from disclosing
information that could identify clients to Area Agency on Aging, or other funding
sources. However, there are other types of information that can be released for
monitoring purposes and which would not be considered “privileged” as defined by
ethical obligations set forth in the Canons of Ethic of the State Bar of Arizona. The
following are examples of non-privileged information:

A | Pleadings, memos, or other data filed with the courts.

B | Legal documents which have been recorded.

Names, addresses, telephone numbers and narratives of the legal problem if the
C | client provided such information previously to the Area Agency on Aging if it was
the agency making the referral to the legal service provider.

Issue/Revision Date: 08-30-13
Effective Date: 07-01-04 1900-4
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1910

Confidentiality and Disclosure of Information

™ « Operational Procedures for Confidentiality and Disclosure of Information (continued)
D | Court orders, minutes, entries and other court or public records.
E Collected statistical information not identified to a particular client which may
include types of services, disposition of cases, type of cases and units of service.
Information that the client has made public through another source, example: client
F | files a complaint about a legal service delivered by another agency or the Area
Agency on Aging.
1910 Confidentiality and Disclosure of Information
Operational Procedures for Storage of Confidential Information
An Area Agency on Aging, or entity that such agency has contracted with, shall ensure
the confidentiality of client information. Confidential information shall be maintained in
™| 1913.1 . ; > . . :
— locked files. If electronic records are utilized, confidential information must be
3 secured.
An Area Agency on Aging shall ensure that the entity that such agency has contracted
1913.2 | with retain all data and other records relating to the performance of the contract for a
period of five years after the completion of the contract.
1920 Client Complaint, Grevance Administrative Review, and
Appeals
Overview
8 This chapter provides an outline for the Division of Aging and Adult Services
o)) 1020 1 operational principles and procedures on minimum standards that must be included in
— .

policies and procedures developed by Area Agency on Aging which address an
individual or their responsible person’s (hereafter referenced as individual)

complaint, grievance administrative review, and appeals process. This policy chapter

is subject to change based upon approvaleftherevised revisions of the Arizona
Administrative Code.

1920

Client Complaint, Grevanee Administrative Review, and
Appeals

Issue/Revision Date: 08-30-13
Effective Date: 07-01-04 1900-5
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Operational Prineipltes Procedures for Area Agency on Aging Reguirements
Area Agency on Aging shall develop and maintain policies and procedures which
—| 19211 address complaints, complaint resolutions, grievaneces and appeals procedures filed
N ' by individuals;-eretherrespensible-party; who apply for or receive services funded
g' under an approved Area Plan on Aging.
Area Agency on Aglng shaII ensure that the poI|C|es and procedures include the
1921.2 foIIowmq components ey
1920

Client Complaint, Grevanee Administrative Review, and
Appeals

1921

Operational Prineiptes Procedures for Area Agency on Aging Requirements

1921.2

Information about their the individual’s legal rights regarding making a the
complaint(s);-grievances-and-appealsproecess arising from the delivery of eentract
services, including, but not limited to, ineligibility determination, reduction of
services, suspension or termination of services, or for the quality of services. The
Area Agency on Aging or entity that such agency has contracted with, (hereafter
referenced as service providers) must provide written notification of these rights
and applicable procedures to individuals who apply for or receive services funded
under an approved Area Plan on Aging. Fhe-Department-of Economic-Security
may-assertitsjurisdictionto-hearthe-grievance-orreferthe-matierto-the

The opportunity to exercise appeal rights as defined by applicable laws, rules and
regulations. The Area Agency on Aging or service provider must provide written
notification of these rights and applicable procedures to individuals who apply for
or receive services funded under an approved Area Plan on Aging.

C | Assistance in making informed decisions regarding this process.

Written notification that service provision will not be reduced or terminated during a
complaint resolution or appeal process.

Written documentation of the complaint, attempts to resolve and outcome of the
E | complaint and/or appeal must be retained in the individual's file at the Area Agency
on Aging and/or service provider.

1921.3

Issue/Revision Date: 08-30-13
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1920 Client Complaint, Grevance Administrative Review, and

Appeals

M O Operational Prineipltes Procedures for Area Agency on Aging Reguirements

0 il of heation t cos.

5 ction of servi

1920 Client Complaint, Grievance Administrative Review, and

Appeals

Operational Procedures for Client Complaints and-Grievances

An Area Agency on Aging shall establish, and monitor that service providers also
adopt, written procedures for which to accept a client complaint and the process for

which resolution is to be achieved. The written procedure shall be given to clients.
The procedure should include the following components:

1922

1922.1

Allow for a client to attempt to resolve complaints at the level where the incident
A | occurred, which may include an opportunity for an informal meeting to resolve the

complaint.

If the client’s complaint is with the service provider, the client shall first file a written
B | complaint with that service provider within 15 days. The service provider shall
respond to the complaint in writing within 30 days.

If the service provider takes no action to resolve the complaint within 30 days, or if
C the client perceives the complaint is unsatisfactorily resolved, the client shall file a
complaint in writing to the Area Agency on Aging within 15 days from the issuance
of the service provider’'s written response.

Issue/Revision Date: 08-30-13
Effective Date: 07-01-04 1900-7
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1920

Client Complaint, Grevance Administrative Review, and

Appeals

o

Operational Procedures for Client Complaints anrd-Grievances

Upon receipt of a client A-complaint, -will-bereferred-to-the Area Agency on
Aging will -te-objectively review and investigate the complaint, and attempt to
resolve the complaint informally. -befere-theformal-grievance-stage-is
reached- If an informal resolution cannot be reached, the Area Agency on
Aging shall issue its written decision within 30 days of the date the complaint
was filed with the Area Agency on Aging. OR

If the client’s complaint is with the Area Agency on Aging, the Area Agency on
Aging will attempt to resolve the complaint informally. If an informal resolution
cannot be reached, the Area Agency on Aging shall issue its written decision
within 30 days of the date the complaint was filed with the Area Agency on

Aqging.

If the Area Agency on Aging takes no action to resolve the complaint within 30

days, or if the client perceives the complaint is unsatisfactorily resolved, the client

shall file a request for Administrative Review from the DES, Division of Aging and

Adult Services Assistant Director within 30 days from the issuance of the Area

Agency on Aging’s written response, in accordance with section 1923.1.

1920

Client Complaint, Grevance Administrative Review, and

Appeals

1922

Operational Procedures for Client Complaints anrd-Grievanees (continued)

1922.1

Written documentation of the complaint, aré attempts to resolve the complaint and

outcome must be documented in the individual’s file at the Area Agency on Aging
and/or -by-the service provider.

1922.2

Issue/Revision Date: 08-30-13
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1923.1

1920 Client Complaint, Grevance Administrative Review, and
Appeals
M ¢ Operational Procedures for Client Complaints anrd-Grievanees (continued)
B
C
D
E
1920 Client Complaint, Grevance Administrative Review, and
Appeals
Operational Procedures for Appeals an Administrative Review resulting from a
Client Complaint or Service Provider
o™ If no resolution to the complaint at the Area Agency on Aging level is possible as
&' identified in section 1922, the individual or service provider has the right to file a
— request for an Administrative Review with the Department of Economic Security,

Division of Aging and Adult Services Assistant Director, or designee. An Area Agency
on Aging may also request an Administrative Review if the Division disapproves an
Area Plan or plan amendment or to withdraw the Area Agency on Aging’s designation.

Issue/Revision Date: 08-30-13
Effective Date: 07-01-04 1900-9
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1920

Client Complaint, Grevance Administrative Review, and
Appeals

Operational Procedures for Appeals an Administrative Review resulting from a
Client Complaint or Service Provider

The request for an administrative review must be submitted in writing to the
Department of Economic Security within 30 days after the mailing date of the Area
Agency on Aging’s decision. The request shall be directed to:

Assistant Director

Division of Aging and Adult Services

Department of Economic Security
P.O. Box 6123 Phoenix, Arizona 85005

If the Administrative Review is requested by the individual, the Division’s
Assistant Director or designee shall schedule an administrative review

1 | conference to meet with the individual and the service provider and/or Area
Agency on Aging. At the administrative review conference, the parties involved
may review pertinent evidence on which the action was based. OR

If the Administrative Review is requested by the service provider, the Division’s
Assistant Director or designee shall schedule an administrative review

2 | conference to meet with the services provider and the Area Agency on Aging.
At the administrative review conference, the parties involved may review
pertinent evidence on which the action was based. OR

If the Administrative Review is requested by the Area Agency on Aging, the
Division's Assistant Director or designee shall schedule an administrative

3 | review conference to meet with the Area Agency on Aging. At the
administrative review conference, the Area Agency on Aging may review
pertinent evidence on which the action was based.

The Division’s Assistant Director or designee shall issue a decision in writing within
60 days of the filing of the request for administrative review.

The written determination and related documentation will be maintained by the
Department of Economic Security, Division of Aging and Adult Services in
accordance with its record retention policy.

1923.2 specified-time-frame-
1920 Client Complaint, Grievanece Administrative Review, and
Appeals
» O Operational-Proceduresfor-Appeals

Issue/Revision Date: 08-30-13
Effective Date: 07-01-04 1900-10
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1920 Client Complaint, Grevance Administrative Review, and

Appeals

1923.3

1923 4 B | Therequest-must-state-the-name-and-address-of the-withess-

Issue/Revision Date: 08-30-13
Effective Date: 07-01-04
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1923

1920 Client Complaint, Grievance Administrative Review, and
Appeals
10235 i et
1923.6
1923.7

Issue/Revision Date: 08-30-13
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1920 Client Complaint, Grevance Administrative Review, and
Appeals

1923

1923.7

1923.8 any time hefore the decision is issued.

1923.9

1920 Client Complaint, Grevance Administrative Review, and
Appeals

1924

Operational Procedures for Appeals and Hearings

The individual has the right to appeal the Department of Economic Security, Division
of Aging and Adult Services decision and request a hearing in accordance with
Arizona Administrative Code R6-5-2404. The request shall be directed to:
Assistant Director

Division of Aging and Adult Services

Department of Economic Security

P.O. Box 6123 Phoenix, Arizona 85005

1924.1

Issue/Revision Date: 08-30-13
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1920 Client Complaint, Grevance Administrative Review, and
Appeals
ﬁ-
S
— | 19241 |A
3
1930

Fingerprint Requirement

Operational Procedures for Fingerprinting

The Area Agency on Aging must ensure that service providers comply with the
following:

A fingerprint based criminal background check shall be completed at time of hire,
or as a result of reassignment after hire, on employees and volunteers and SCSEP
participants who have direct contact with vulnerable individuals including those

A | who are mentally disabled, frail, or have a chronic disease that puts them at risk
for abuse (see A.R.S. 8§ 46-141). See also the Arizona Department of Economic
Security Special Terms and Conditions - Professional Services / Optional Auto /
Children-Vulnerable Adult / Bonding Area Agency on Aging, section 5.

1930

1930.1

Issue/Revision Date: 08-30-13
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DEPARTMENT OF ECONOMIC SECURITY
Your Partner For A Stronger Arizona
Division of Aging and Adult Services

ALERT
SFY-14-10D

Policy and Procedures

for SFY-2014

Policy and Procedures ALERTS are intended to notify Area Agencies on Aging (AAAs) and other
contract partners of newly developed or revised Division of Aging and Adult Services (DAAS) Policies
and Procedures. Periodically, policy is developed due to changes in federal program policy as well
as to respond to requests for clarification of existing policy by contracted providers. Please ensure
that the appropriate AAA personnel is aware of these revisions.

Background

DAAS Policy and Procedures, Chapter 3000, are updated to reflect revisions to Case Management
Procedures and to the assessment instruments. Revisions address the request by the Area Agencies
to change policies for the case management of clients receiving Home Delivered Meals as well as
the eligibility of individuals for Home Delivered Meals. In addition, the DAAS has been revising the
Arizona Standardized Client Assessment Plan (ASCAP) and the Short Form Intake Document (SFID)
in preparation for inclusion in the Division of Aging and Adult Reporting System (DAARS). Also the
categories of Activities of Daily Living and Instrumental Activities of Daily Living, as used on the
ASCAP and SFID, have been updated to comply with the language used for NAPIS reporting.

Summary of Revisions
The following changes to policy have been identified:

1. Case Management (Section 3100, Attachment A)

a. Allows the use of the Short Form Intake Document for assessment and ongoing case
management of clients receiving only the service of Home Delivered Meals.

b. Allows the designation of Non-Case Management providers for assessment and
ongoing Case Management of clients receiving only the service of Home Delivered
Meals.

c. Stipulates training requirements for Non-Case Management providers and review of
training materials by DAAS in section 3124.5.

d. Replaces Laundry with Light Housework and replaces Housework with Heavy
Housework in the Service Eligibility Matrix (Attachment B).

e. Removes references in section 3103 to eligibility criteria in effect before 2011, since all
clients should now be transitioned to the eligibility criteria effective January 1, 2011.

f. Revises the  ADL/IADLs required  for  eligibility = determination  for
Homemaker/Housekeeping services in section 3103.2. Instrumental Activities of Daily
Living shall be used to determine eligibility for this service; however, one ADL (walking
or transferring) may substitute for one IADL.

g. Specifies the Instrumental Activities of Daily Living that qualify an individual for Home
Delivered Meals.

2. DAARS (Section 3100, Attachment A)

a. Replaces references to AIMS with references to the Division of Aging and Adult
Services information management system.

b. Clarifies Operational Procedures in Section 3125, specifying that an assessment must
be completed and locked in the Division of Aging and Adult Services information
management system before services authorized are eligible for reimbursement.
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3. Eligibility for Home Delivered Meals (Section 3203, Attachment C)
a. Specifies in section 3203 that a Home Delivered Meal may be provided for a
significant other, including spouse or domestic partner.
b. Added language pertaining to a caregiver residing with the eligible client.

The revised DRAFT ASCAP and SFID can be found in Attachments D and E. The revised forms
reflect the format of the assessment instruments in DAARS. Every effort has been made to align the
print forms with the order and format of sections in DAARS; however, an exact match is not possible
due to the different media. The ASCAP/SFID Instruction Manual will address data entry into DAARS.

Implementation

The DRAFT of the DAAS Policy and Procedure Manual, Chapter 3000, Sections 3100 and 3200,
including the Eligibility Matrix, will be posted on the DAAS website for review and feedback. AAAs
should coordinate with one another to prepare a single response of feedback/comments. Please
submit comments in writing to julrich@azdes.gov no later than September 18, 2013.
Comments received by DAAS will be addressed and a revised draft will be posted. A conference call
with AAAs will be scheduled in September 2013 to allow for discussion of changes. The final
revisions to Chapter 3000 Section 3100 and 3200, including the Eligibility Matrix, will go into effect on
October 1, 2013.

The Policies and Procedures can be accessed at
https://www.azdes.gov/common.aspx?menu=36&menuc=28&id=8252

Key Dates
August 30, 2013 DRAFT Chapter 3000 Sections 3100 and 3200 available for review
September 18, 2013 Last day for AAAs to submit a single coordinated set of comments to
DAAS on the draft
September 20, 2013 Revised DRAFT Chapter 3000 Sections 3100 and 3200 posted on DAAS

website
September 25, 2013 Conference call to discuss changes
October 1, 2013 Effective date for revised ASCAP and SFID and DAAS Policy and

Procedure Manual, Chapter 3000, Sections 3100 and 3200 and Eligibility
Matrix, final version posted on DAAS website

Should you have questions regarding the policies, please contact Jutta Ulrich at 602-542-6615 or via
email at julrich@azdes.gov or your assigned Contract Specialist.
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Department of Economic Security Policy and Procedure Manual

Division of Aging and Adult Services Chapter 3000 — Services and Programs

3100 Non-Medical Home and Community Based Services (NMHCBS)
System

3101

Overview

This section provides an outline of the Division of Aging and Adult Services policies
and procedures for the NMHCBS System. This policy section is subject to change as
3101.1 | additional information and/or regulations are received from the U.S. Department of
Health and Human Services, Administration on Aging.

The NMHCBS System is designed to establish the necessary support services to
retain functionally impaired individuals within their community and avoid premature
institutionalization. The NMHCBS System has the following goals:

A To assist functionally impaired individuals to care for themselves in their home and
3101.2 community.

B | To prevent or delay less desired and more costly institutional placement.

C To maintain the dignity, autonomy and independence of individuals and their
families.

The NMHCBS System is a case managed system, where Case Managers use a
strength-based approach and integrate client preferences and goals to determine
eligibility and need, authorize services, arrange for the provision of services and
monitor the services.

3101.3

The NMHCBS System includes, but is not limited to, the following services:

Adaptive Aids and Devices.

Adult Day Care/Adult Day Health Care.

Attendant Care.

Case Management.

Home Delivered Meals.

mim|O| O || >

Home Health Aid.

3101.4
G Home Nursing (formerly known as Visiting Nurse Services) and Community

Nursing.

H | Home Repair and Adaptation.

I Housekeeping/Homemaker Services, including State Supplemental Payments
Program Direct Pay).

J | Personal Care.

K | Respite and Supplemental Services for family caregivers.

L | Other services as defined by Federal and State requirements.

Issue/Revision Date: 08-30-13
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Department of Economic Security Policy and Procedure Manual

Division of Aging and Adult Services

Chapter 3000 — Services and Programs

3100 Non-Medical Home and Community Based Services (NMHCBS)
System

3102

Authority and Statutory Requirement

The NMHCBS System is authorized and governed by the following statutes and
regulations:

A
3102.1

Older Americans Act of 1965, as Amended in 2006, P.L. 109-365, 8102, 8306,
8307, §308, §314, 8315, 8321 and 8339.

http://www.aoa.gov/AocARoot/AcA Programs/OAA/oaa full.asp

A.R.S. Title 46 Chapter 1, Article 8, 846-191, 846-192; Chapter 2, Article
3. http://www.azleg.state.az.us/ArizonaRevisedStatutes.asp?Title=46

C

Code of Federal Regulations, Title 45 Public Welfare, C.F.R. §1321.63.
http://edocket.access.qgpo.gov/cfr 2007/octatr/pdf/45cfr1321.63.pdf

The Area Agency on Aging must ensure that service providers comply with the
following:

3102.2

A fingerprint based criminal background check shall be completed at time of hire,
or as a result of reassignment after hire, on employees and volunteers who have
direct contact with vulnerable individuals including those who are mentally
disabled, frail, or have a chronic disease that puts them at risk for abuse (see
A.R.S. 8§ 46-141). See also the Arizona Department of Economic Security Special
Terms and Conditions - Professional Services / Optional Auto / Children-
Vulnerable Adult / Bonding Area Agency on Aging, Section 5.

3100

Non-Medical Home and Community Based Services (NMHCBYS)

System

3103

Eligibility Requirements

The following individuals are eligible to receive NMHCBS based on availability of

funding:

A | Individuals 60 years of age or older.
3103.1

B | Individuals under 60 years of age with a disability.

C Family Caregivers as defined in the Division of Aging and Adult Services Policy

and Procedures Manual Section 3600 — Family Caregiver Support Services.

In order to receive NMHCBS (except services identified in section 3103.4), individuals

3103.2 described in 3103.1 shall be assessed as described below, using assessment

instruments as defined in Section 3120 - Case Management for the NMHCBS System.
See also Exhibit 3100A - Service Eligibility Matrix.
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3100

Non-Medical Home and Community Based Services (NMHCBS)
System

3103

Eligibility Requirements (continued)

3103.2

For the services of Adult Day Care/Adult Day Health Care, Attendant Care,
Personal Care, Home Health Aid and Home Nursing, an individual that enters the
NMHCBS System (new clients) afterJdanuary-1-2011 shall be determined unable
to perform at least three Activities of Daily Living (ADLs) without substantial human
assistance including verbal reminding and physical cueing or supervision using
assessment instruments as defined in Section 3120. Instrumental ADLs (IADLS) or
A | a combination of ADLs and IADLs cannot be substituted for ADLs.

For the services of Housekeeping/Homemaker, an individual that enters the
NMHCBS System (new clients) afterJdanuary-1-2011; shall be determined unable
to perform at least two-ABLs-or three IADLs without substantial human assistance
including verbal reminding and physical cueing or supervision using assessment
instruments as defined in Section 3120. The IADLs must be shopping, faundry light

housework, meal preparation or heavy housework. One ADL may be substituted
B | for one IADL; the ADL must be either Walking or Transferring.

3103.3

Additional eligibility criteria apply for the following services:

Home Health Aid and Home Nursing

Documentation of medical need from a health care practitioner of one of the
following: insulin set-up, medication set-up, vital monitoring, nursing
assessment, teaching by nurse, medication management/ monitoring, wound
A care and catheter/colostomy care.

Documentation that the individual has no other resources available for
obtaining the needed care; for example, the individual resides alone or the
spouse or caregiver of the individual is incapacitated and unable to assist the
individual with the medically related function.
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3100

Non-Medical Home and Community Based Services (NMHCBS)
System

3103

Eligibility Requirements (continued)

Operational procedure 3103.2 does not apply to the following:

Adaptive Aids and Devices, Home Repair and Adaptation

1 An assessment for ADLs or IADLs is not required for NMHCBS. Note: For
FCSP, different requirements apply; see section 3103.4.B.

Although not required by the Older Americans Act for NMCHBS, the Division of
2 | Aging and Adult Services recommends that an assessment be conducted prior
to providing the service to ensure the best use of limited resources.

Family Caregiver Support Program (FCSP) Services.

Refer to the Division of Aging and Adult Services Policy and Procedure

1 | Manual, Section 3600 — Family Caregiver Support Program, sections 3603 and
3604.3.

3103.4

Home Delivered Meals

1 Refer to the Division of Aging and Adult Services Policy and Procedure
Manual, Section 3200 — Nutrition Programs, section 3203.1 Eligibility.

State Supplemental Payments Program Direct Pay

Individuals who were enrolled in the Supplemental Payments Program prior to
June 30, 1993, were authorized to receive a $70 monthly payment to purchase
Housekeeping Services. These individuals continue to receive the State

Supplemental Payments Program Direct Pay if they meet the following criteria:

a | Must be a recipient of Supplemental Security Income (SSI) benefits.

b | Must be a resident of the State of Arizona.

¢ | Must be 18 years of age and older.

3120

Case Management for the NMHCBS System

3121

Overview

3121.1

This section provides an outline of the Division of Aging and Adult Services
operational principles and procedures for Case Management. This policy section is
subject to change as additional information and/or regulations are received from the
U.S. Department of Health and Human Services, Administration on Aging.
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3121

Overview (continued)

3121.2

Case Management is provided to any individual entering the NMHCBS System. Case
Management is a service provided by experienced or trained Case Managers to an
individual who is older, frail and/or disabled, at the direction of the individual, family
member, or caregiver. For the individual eligible for Case Management, a strength-
based approach is used and appropriate services and/or benefits are identified and
comprehensively assessed, planned and coordinated with formal and informal
resources, obtained and provided, recorded and monitored, modified, or terminated
with follow-up provided where and when appropriate. The Area Agency on Aging, or
entity that such agency has contracted with, is required to maintain a comprehensive
Case Management System wherein an older, frail and/or disabled adult is determined
eligible to receive services from the NMHCBS System within the Planning and Service
Areas. If Home Delivered Meals is the only service being authorized, a Non-Case
Management provider may be authorized to provide assessment and service

monitoring.

3120

Case Management for the NMHCBS System

3122

Operational Procedures for Provision of Case Management

3122.1

Area Agency on Aging shall develop Case Management to facilitate the coordination
of non-medical home and community-based services designed to enable older, frail
and/or disabled individuals to remain in their home. Case Management shall be an
integrated system that accomplishes the following:

Provide access to the NMHCBS System through a single point of entry utilizing

A approved eligibility assessment instruments.

B | Apply a strength-based, client-centered approach in determining needed services.

Utilize a holistic assessment of the client’s (and caregiver’s) situation and address
the problems contributing to the client’s situation.

Promote networking to ensure the coordination of service and development of a
cost-effective service plan.

E | Involve LTC providers in the coordination of such services.

Evaluate and promote informal supports and private pay options where
appropriate.

3122.2

The Area Agency on Aging shall ensure that Case Management are is provided
through the following:

Public or non-profit agencies that:

Give each individual seeking services a list of agencies that provide similar
services within the jurisdiction of the Planning and Service Area.
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3122

Operational Procedures for Provision of Case Management (continued)

Give each individual the right to make an independent choice of service

2 providers and document the receipt by such individual of such a statement.

Ensures case managers, or authorized Non-Case Management providers, act
3 | as agents for an individual receiving the services and not as promoters for the
3122.2 agency providing services.

4 | Provide a written complaint resolution procedure to clients.

The Area Agency on Aging providing Case Management directly. Note: A waiver
B | for direct delivery of Case Management by an Area Agency on Aging is no longer
required as of July 1, 2010.

In providing Case Management, the Area Agency on Aging, or entity that such agency
has contracted with, shall comply with the following:

Not duplicate Case Management provided through other Federal and State
programs, such as the Arizona Long Term Care System (ALTCS), the DES
Division of Developmental Disabilities (DDD) and the Arizona Department of

A | Health Services (ADHS). Efforts shall be made, to the extent possible, to ensure
that coordination with other service systems do not result in services being
duplicated and that the client’s goals and objectives are not compromised between
service systems.

3122.3

Conduct a functional assessment of all clients entering the NMHCBS System to
B | determine eligibility. This may include assessment of the primary family caregiver
to determine eligibility for services within the FCSP (see sections 3123 and 3600).

The Area Agency on Aging shall ensure Case Management providers receive the
appropriate orientation and training on Case Management policies and procedures
utilizing the following resources:

31224 A | The Arizona Case Management Handbook 2010 (see Exhibit 3100B).

The Division of Aging and Adult Services Policy and Procedure Manual as posted

B on the Division of Aging and Adult Services Website.

C | Other training material provided by the Division of Aging and Adult Services.

3120 Case Management for the NMHCBS System

3123

Operational Procedures for Assessing Eligibility for the NMHCBS System

The Area Agency on Aging shall be the single point of entry into the NMHCBS

31231 | guciem

Case Management is the mechanism used to assess eligibility and authorize services.
3123.2 | Individuals shall be assessed for eligibility within seven business days after initial
screening and referral of the individual to the Case Management provider or
authorized Non-Case Management provider.
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3120

Case Management for the NMHCBS System

¢ Operational Procedures for Assessing Eligibility for the NMHCBS System

A

For eligibility criteria and requirements for NMHCBS, refer to section 3103.

B

Referral to Case Management is determined through screening by Area Agency
on Aging and / or their contracted providers.

3123.3

Determination of eligibility for entry into the NMHCBS System requires the use of one
of the following assessment instruments:

The Arizona Standardized Client Assessment Plan (ASCAP), as defined in section
3123.4. Effective July 1, 2011, caregivers receiving respite services as described
in section 3604.2.D shall also be assessed using the Caregiver Assessment Tool
(CAT).

The Short Form Intake Document (SFID, formerly known as the Short Term Form
or STF), as defined in section 3123.5. Effective July 1, 2011, caregivers receiving
respite services as described in section 3604.2.D shall also be assessed using the
Caregiver Assessment Tool (CAT).

C

The Kincare Intake Document (KID), as defined in section 3123.6

The ASCAP shall be used as described in this section. A home visit is required for all
individuals assessed with the ASCAP.

The following services require the use of the ASCAP to assess eligibility unless
identified in 3123.5 and 3123.6.

1 | Adult Day Care/Adult Day Health Care.

Attendant Care.

Home Delivered Meals.

2
3
3123.4 4 | Home Health Aid.
A 5 | Home Nursing.
6 | Housekeeping/Homemaker (includes chore and shopping).
7 | Personal Care.
8 | Respite (in home and group).
Supplemental Services for Family Caregivers, including home
9 | repair/renovation, adaptive aids and devices, transportation, kinship care
support and supplemental provisions.
The ShertForm-ntake-Bocument (SEID) may be used instead of the ASCAP to
3123.5 | assess eligibility for the services described in this section. Unless otherwise identified,

a home visit is required for all individuals assessed with the SFID.
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3120

Case Management for the NMHCBS System

¢ Operational Procedures for Assessing Eligibility for the NMHCBS System

3123.5

ShertFerm Home Delivered Meals, fera-period-up-to-90-days; if Home Delivered
Meals is the only service being authorized. A home visit is not required when
using the SFID to determine initial eligibility for short-term (up to 90 days) Home
Delivered Meals.

Family Caregiver Support Services (FCSP): Respite, Group Respite or Adult/Child
Day Care, Supplemental Services, including home repair/renovation, adaptive aids
B and devices, transportation, kinship care support and supplemental provisions.

If an individual is being assessed for emergency respite services, a home visit

1 may take place after authorization and service delivery.

Tribal Services:

1 | Home Delivered Meals.

Housekeeping/Homemaker.

Personal Care.

AW DN

Respite Care.

Supplemental Services for Family Caregivers, including Home Repair,
Adaptive Aids and Supplemental Provisions.

6 | Other services as approved by the Division of Aging and Adult Services.

3123.6

The Kincare Intake Document (KID) is used when assessing eligibility of
grandparents or other relative caregivers of children for services within the FCSP,
which includes the Grandparent Kinship Care Support Program and can be used to
determine eligibility for the services identified in this section. A home visit is required
for all individuals authorized for services with the KID.

A | Case Management.

B | Respite, Group Respite, or Adult/Child Day Care.

Caregiver Supplemental Services, including Kinship Care Support, Home Repair,

© Adaptive Aids and Supplemental Provisions.

3123.7

Quialifiers on the assessment instrument may also be used in determining eligibility as
outlined in the ASCAP Manual.

3123.8

Re-Determination of Eligibility: The Case Management provider shall conduct a re-
determination based on the following criteria:

A | A change occurs which affects eligibility or the need for service.

B | At least every twelve months unless identified in 3123.8.C and 3123.8.D.
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3120

Case Management for the NMHCBS System

3123

(continued)

Operational Procedures for Assessing Eligibility for the NMHCBS System

3123.8

As-specified-in-section3125-:A- 3123 5 A If it is determined that Home Delivered

Meals is needed beyond 90 days, a home visit is required and redetermination
must be conducted using the ASCAP or the SFID. The ASCAP must be used if
any services are authorized in addition to Home Delivered Meals.

Service Denial: Services may be denied to individuals if one of the following is met:

3123.9

A | The eligibility criteria described in section 3103 are not met.

With the exception of disclosing information on income, information necessary to

B complete an assessment is not provided.

3120

Case Management for the NMHCBS System

3124

Operational Procedures for Service Authorization

3124.1

Services may be authorized to individuals meeting the eligibility criteria described in
section 3103, documented through assessment as described in section 3123.

Services should be authorized based on the following priorities in descending order:

3124.2

Individuals 60 years of age or older, with the greatest social and economic need
with particular attention to older individuals who are low-income minority, older
A | individuals residing in rural areas, older individuals with severe disabilities, older
individuals with limited English speaking abilities and any individuals with
Alzheimer’s disease or related dementias.

B | Individuals under 60 years of age with a disability

Eligible individuals accepted in an entitlement program or receiving services

c through another service system. Services must be non-duplicative.

Services are authorized using the assessment instruments described in section
3123 and the corresponding instruments in the Division of Aging and Adult Services
information management system.

3124.3

If individuals do not meet the criteria for services identified in 3103-3-A 3103.2.A,
but are determined to be in need of home nursing or home health aid, services
may be provided if the following is documented on the assessment tool described

A in section 3123.8 (the ASCAP): {the“ASCAPR"): Atleastone-ofthe-eightapplicable
choicesin-Category 9-of the-Medical/Nursing-Servicesis-marked At least one of

the eight choices in the section Nursing Services and Treatments is marked.

If NMHCBS were authorized through the ASCAP, the SFID shall not be used to

B authorize additional services.

3124.4

Services are authorized by Case Management providers, who create a service plan
for each client.
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3120 Case Management for the NMHCBS System

3124

Operational Procedures for Service Authorization (continued)

A correlation must be demonstrated between the individual’'s impairment level(s)

A and the service(s) authorized.

Ser