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Policy:
It is the policy of the House of New Hope to comply with documentation requirements as set forth in ODMRDD 5123:2-9-05.

A. House of New Hope requires all staff and providers to maintain accurate documentation. When individuals served are receiving home and community based services funded under a Medicaid waiver, documentation shall include the following:

(1) Date of service;

(2) Place of service;

(3) Name of the recipient;

(4) Medicaid identification number of the recipient;

(5) Name of the provider;

(6) Provider identifier/contract number;

(7) Signature of the person delivering the service or initials of the person delivering the service if a signature and corresponding initials are on file with the provider;

(8) Type of service (for homemaker/personal care, type must include if routine, on-site/ on-call, or level one emergency);

(9) Number of units of the delivered service or continuous amount of uninterrupted time during which the service was provided;

(10) Group size in which the services were delivered as defined in OAC rule 5123:2-9-06 (D) (12);

(11) Arrival and departure times of the provider of service’s site visit to the recipient’s location or of the recipient’s visit to the provider of service’s location;

(12) Description and details of the services delivered that directly relate to the services specified on the recipient’s approved individual service plan as those services to be provided;

(13) A notation made at least monthly indicating the response to services delivered;

(14) Forms that identify, for the individual, the ISP service(s) to be delivered. 
a. The forms shall include all of the above and may be checked off and initialed by staff for each continuous period of service delivery time for each date of service. 
b. Any variation between the ISP requirements and actual staff to individual ratios, times of service delivery, group size, or type of service delivered shall be documented. 
c. Documentation shall reflect the actual staff to individual ratios and the time period of the variation.

 B. Each provider of services shall maintain all service documentation in an accessible location. The service documentation shall be available, upon request, for review.

 C. All service documentation will be maintained at least six years from the date of receipt of payment for those services or until an initiated audit is resolved, whichever is longer.

D. Information concerning individuals served is confidential. Any disclosure of such information shall only occur when a properly executed release of information is authorized by the individual and/or guardian.
