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PREFACE

Between 1999 and 2003, three states (Arkansas, Florida, New Jersey) participated in a
test of a new approach to service delivery, allowing consumers with disability the opportunity to
direct their own in-home services. In the National Cash and Counseling Demonstration and
Evaluation, consumers were given the opportunity to use Medicaid funds in more flexible ways.
For example, funds could be used to hire a relative, neighbor, or friend, rather than requiring
services to be received through a home care agency. The allowance could also be used to
purchase goods and services that helped the individual meet his or her personal assistance needs.
Results from the evaluation showed that self-directed consumers fared significantly better than a
control group on a range of factors including satisfaction with services and overall quality of life
(Dale et al., 2003; Foster et al., 2003). Simply stated, the evaluation results presented a picture of
an option that offered a much improved service system for interested consumers and their
families. These results, and current policy initiatives, suggest that this option will likely become
more widely available.

From the inception of the demonstration, there was a steady stream of questions about
how quality could be assured in such an intervention. Results of the evaluation found that in
addition to positive outcomes for consumers and families, program participants also had fewer
negative outcomes, such as falls or incidents of abuse or poor quality care. As consumer directed
services become part of the national delivery system, an effective quality management needs to
be developed. Such a system must reflect the needs of program consumers and be policy
responsive.

To address this issue, an additional component of the demonstration was the development

of this guide to quality. This guide is designed to provide states and programs involved in



consumer-directed services with a practical handbook on ensuring and improving the quality of
services. This guide is based on a philosophy that the views of the major program stakeholders —
consumers, families, program staff, regulators, funders — are the necessary starting point for the
design of a quality system. In particular, consumers are the key to developing a system that
balances quality assurance activities with consumer-centered quality improvement.

This quality initiative is one of several projects being undertaken in the field of
community-based long-term care. Two complementary efforts commissioned by the Centers for
Medicare and Medicaid Services (CMS) also examine quality in community based long-term
care. One project involving CMS, Medstat, the National Association of State Units on Aging
(NASUA), the National Association of State Directors of Developmental Disabilities Services
(NASDDDS), and the American Public Human Services Association (APHSA) developed a
framework for quality in-home and community-based services. The framework is designed to
focus attention on critical dimensions of service delivery and outcomes. A second effort,
completed by the Muskie School of Public Service at University of Southern Maine, resulted in a
Work Book for states and agencies administering home and community-based waiver programs.
The Work Book is designed as a tool for states to understand, design, and document a quality
improvement process for its home and community-based waiver programs. Appendix C includes
web references for materials about these two initiatives.

To achieve our goals in developing this guide, we needed the help of many individuals.
Staff from the three state programs provided us with ideas, access, and support throughout this
effort. These folks shared with us freely the lessons they learned, both successes and mistakes, in
order to create a better system for consumers. Their pioneering efforts provided inspiration for

this work. We could not have completed this guide without the help of Suzanne Crisp, Sandy



Barrett, Debby Ellis (Arkansas), Bill Ditto, Carolyn Selick, Renee Davidson (New Jersey), Tom
Reimers, Shelly Brantley, Susan Kaempfer, Lou Comer (Florida). Staff from the National
Program office — Kevin J. Mahoney, Kristin Simone, Lori Simon-Rusinowitz - had the vision to
push for this topic from the outset of the demonstration and were really part of the study team
throughout the effort. Marguerite Schervish from CMS provided valuable comments on multiple
versions of this guide. At Scripps, Kathy McGrew was instrumental in conducting and analyzing
focus groups. Valerie Wellin helped make the document more “guide like,” and Betty
Williamson and Jerrolyn Butterfield ably prepared the guide. Finally, over the course of our
work, we had the privilege of talking with many consumers and families about quality. Their
views profoundly influenced how we thought about quality and what a quality system should

look like. We hope this work has done justice to their wisdom.



A Guideto The Guide

The guide is divided into five major sections, plus three Appendices. The first section — Blueprint
and Steps for Quality -- provides background materials for the quality model developed and tested
in the demonstration. The next section -- Planning Phase -- includes a set of activities that are
designed to build quality into the program from inception. The Consumer Support Activities
provide the resources and information necessary for consumers to be active participants in quality
improvement. The final sections -- Monitoring and Quality Improvement -- present specific
approaches for assuring and improving the quality of consumer directed services. The Appendices
are designed to provide practical reference materials for consumer-directed programs.

Blueprint and Stepsfor Quality

Planning Phase Strategies

Consumer Support Strategies

Monitoring Strategies

Quality Improvement Strategies

Appendix A: Quality Materials

Appendix B: FormsUsed in
C& C Program

Appendix C: Resource
Materials




BACKGROUND

The home care industry has evolved significantly from the
early days when providers informed consumers that their services
would be delivered in four-hour blocks at specified times and days.
Recognizing the personal nature of in-home services, program and
policy leaders have implemented a range of options for consumers
to be in charge of their own services (Wilber, 2000; Kane, 2000).
The rights and abilities of consumers to assess their own needs,
decide how best to meet those needs, and evaluate the quality of the
services they receive are at the heart of the consumer-directed
model. The Cash and Counseling Demonstration, numerous state
programs, and the Centers for Medicare and Medicaid Services
(CMS) Independence Plus waiver initiative, culminate an
evolutionary process in the development of in-home care service
options (Simon-Rusinowitz, Bochniak, Mahoney, & Hecht, 2000a).

Just as traditional home care systems have struggled with
definitions of quality care and methods of assuring that quality care
is delivered, consumer-directed programs have also grappled with
these issues (Simon-Rusinowitz, et al 2000a). The unique challenge
for consumer-directed service programs is to devise a
comprehensive system of quality that balances the consumers’
desire for autonomy and their capacity for assessing the quality of

the service they receive with the need for oversight and



The Challenge

for consumer-directed
programs is to devise a
system of quality that
balances consumers’
needs and abilities with
policy-based mandates
for accountability.

accountability by agencies and states with publicly funded
programs. Consumer-centered definitions, measures, and processes
for quality have to be balanced with policy-driven mechanisms
focusing on accountability, monitoring, and compliance.

In this project we attempt to balance the needs of consumers
to receive quality services that work best for their life
circumstances, with the needs of program administrators, funders,
and regulators to ensure quality within a publicly financed long-
term care program. In some instances the needs of these various
stakeholder groups are similar, in other cases they differ. The
challenge is to create a quality program and quality management
system that works for each group, particularly the consumers who
have been largely ignored in formal long-term care quality efforts.

The purpose of this guide is to assist programs and states as
they develop quality systems for consumer-directed services. It is
designed to provide practical assistance for states and programs as
they design or revise consumer-directed services. Throughout the
course of the Cash and Counseling project, we have come to
understand that “quality system” refers to two distinct but related
aspects: designing and maintaining a high quality program, and
establishing an effective quality monitoring and improvement
system. The phrase, “quality system” is intended to imply both an

excellent program, and a quality monitoring and feedback system.



Programs need to be planned, reviewed, and refined so that
consumers have what they need in order to achieve quality; the
program also must be responsive to regulatory and accountability
agendas. An effective quality monitoring system will review the
extent to which these goals are recognized, and will be part of an
ongoing feedback system to continuously assess and improve the
program.

For this guide, we sought input from consumers, agency
staff, family members, workers, consultants, and fiscal agency staff
about their views on quality. This information was then organized
as a Blueprint for Quality in Consumer-Directed Programs. The
blueprint describes two major “construction” projects: 1) building a
high quality consumer-directed program that supports consumers in
their quest for quality, and 2) building a quality management
system that is useful-- and used-- for consumer-directed services.
The guide provides strategies, suggestions, instruments, and helpful
hints for implementing the blueprint. We discuss experiences with,
and suggestions for, setting up a program, designing consumer
supports, and establishing information and feedback systems that
promote quality improvement. Table 1 (page 19) provides an
overview of the detailed steps involved in implementing the

blueprint.



HOW THE GUIDE WAS DEVELOPED

This guide was based on the experiences of consumer-
directed programs. We reviewed existing consumer directed
programs, and completed in-depth interviews with 15 established
state and local programs across the U.S (See Appendix A, pg.38).
Interviews explored quality challenges faced by these programs and
the strategies developed in response. We then focused on the
lessons being learned by the three states involved in implementing
the National Cash and Counseling Demonstration and Evaluation,
(Arkansas, New Jersey, Florida). Our goal was to hear from the
major stakeholders involved in the receipt of quality services
including; consumers, family members, workers, program staff,
state regulators, and community advocates.

At the outset of the Cash and Counseling (C&C)
demonstration, each of the states developed extensive quality
management plans. To supplement the work done as a normal part
of the demonstration we added some research activities that would
not typically be completed during program implementation. To
collect data about quality we visited Arkansas and New Jersey
during their initial year of program operations. During the visits we

conducted a series of individual interviews and focus groups to gain



an understanding of what each stakeholder group thought were the
most important aspects of quality. Eight focus groups were
completed with consumers, family members, consultants, and
workers. More than 30 individual interviews were completed with
program staff, state regulators, community advocates, home care
providers, consultants, fiscal intermediary staff, and consumers.
Additionally, after programs had gained substantial
operational and quality management experiences we created a
detailed summary of their quality approaches (See Appendix A,
pgs. 25-37). We then visited all three of the demonstration states to
interview program staff for their assessment of the quality strategies
used. Based on these experiences we developed additional quality
strategies and worked with sites to test and review recommended
quality areas. Their ideas are reflected in the organization and

content of the guide.






Blueprint and Stepsfor Quality

Blueprint and Stepsfor Quality

Planning Phase Strategies

Consumer Support Strategies

Monitoring Strategies

In this section we provide the results of focus
groups and interviews with stakeholders
involved in consumer directed services. We also
describe our Blueprint for Quality, which
includes the essential components necessary to
develop a high quality program; incorporating
quality into program design, and a sound quality
management system. Steps in the development
of these quality efforts are introduced. They will
serve as the organizing framework for the
remainder of the guide.

Quality Improvement Strategies

Appendix A: Quality Materials

Appendix B: FormsUsed in
C&C Program

Appendix C: Resource
Materials




Four Dimensions of
Quality:

1. Independence/Choice

2. Relationships

3. Knowledge and support

4. Health, safety, and
accountability

THE DIMENSIONS OF QUALITY

While there was variation in the weight given to different
aspects of quality, four interrelated but distinct dimensions emerged
from the conversations with stakeholders: independence and
control; relationships; knowledge and support; and, health, safety,
and accountability. Below is a summary of what stakeholders had to

say about these dimensions of quality.

I ndependence, autonomy, choice, and control — Quality is
achieved when consumers are able to have things done their way.
Whether it is choice of services or worker, control of resources, or
program flexibility, consumers consistently talked about choice and
control. Almost all of the participants in the program were
previously served by a traditional home care agency. Consumers
consistently reported that the home care agency controlled their
lives. As one person put it, “I had no choice about who was sent as
a worker and little choice as to when this person would come.”

Receiving support in the way that they wanted it was raised
repeatedly. An 84 year old focus group member from Arkansas
provides an example of the importance of this principle. “I like to
wash my socks and hang’em on my kitchen wall. My worker didn’t
like that, said it made the wall dirty. So for a while, I didn’t do it.

But when that worker didn’t work out, first thing I did was hang



those socks back up in the kitchen. It’s my house, my wall, and my
socks.” There were numerous other examples of consumers
describing quality in terms of having things done the way they
wanted, in the way they would have done it. Workers and
consumers talked about how well it worked for everyone when it
was clear that the consumer was in charge. One worker stated that
having the consumer as his employer “cuts out the middle man. I
know who my boss is.”

Consumers and workers discussed the importance of
independence. Consumers wanted the right amount of assistance,
geared toward their own needs. Workers echoed this idea about
quality service. They talked about helping consumers to be as
independent as possible. As one worker put it, “If you can make the
consumer feel good about themselves, they’ll feel better overall.
They’ll get up and they’ll do more and they’ll have a better outlook
on what they have planned for the day.” Program administrators
also talked about the importance of independence as a hallmark of
quality in consumer directed services. They saw consumer direction
as an approach to system design and service delivery by which
individuals with disabilities develop the skills to take increasing

control of their lives and their environment.



Relationships— In the majority of cases consumers hired
close family members, other relatives, or friends to deliver the
support services. In practically every instance, even when the
caregiver was not a friend or relative, consumers emphasized the
importance of having a good relationship with the person providing
the care. For example, one focus group participant stated clearly,
“Quality is the ability to hire people you trust and people who care
about you.”

Another consumer discussed how the program helped her
maintain her independence by allowing her to choose an aide that
she knows and trusts. She says that this has allowed her to establish
a meaningful long-term relationship with her worker.

In addition consumers described the importance of feeling
secure. One consumer, who was bed-bound talked about bad
experiences with workers before she entered the consumer directed
program. “I can’t get out of bed, so I never knew what was
happening outside of this room.” She described incidents of theft
that she suspected but went undetected, sometimes for months at a
time. When she was able to hire a friend whom she had known for
many years, trust was no longer a concern.

Consumer-employed workers also defined quality in terms
of the relationship. They mentioned going beyond their prescribed

duties as examples of good quality. For instance, if the workers are
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in the neighborhood, they might stop by to see if the consumer
needs anything.

Knowing that the consumer is in charge, and providing
services according to his/her preferences, was a consistent theme.
One focus group participant provided an example:

“Well, I had never made them [sunny side up eggs] before, because
I didn’t know how to make the eggs, you know, sunny side. So I
went in the kitchen and she said, ‘Baby, let me tell you what to do.’
She gave instructions and I went in and I did it...... She said, ‘See
baby, it wasn’t hard.....You stick around long enough we’re going
to become good friends’, and she told me, ‘I just love you. You’re

so special.” And that made me feel good.”

Knowledge and support - Consumers said they need
information in order to have quality. In some instances, information
needs were related to program components such as how money
could be spent, whom to call when a check didn’t arrive, or whom
to call if problems with workers arose. In other instances, questions
were about care or training. Workers and family members said that
they would like to know more about some of the physical and
cognitive conditions of their consumer, including Alzheimer’s

disease and its progression.
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Consumers emphasized that their responsibilities under such
a program are new and different, so that they need to have training
about the many aspects of hiring, firing, and managing workers, as
well as the fiscal and payroll responsibilities One consumer
summarized this general need by stating that being in a consumer-
directed program is like running a small business. The type of
training needed varies by individual consumer. Consumers were
very positive about the opportunity provided by the focus group to
talk with each other. They suggested that a mechanism for ongoing
communication such as a newsletter, web-site, or peer support
groups should be developed. Some of the focus group participants
exchanged e-mail addresses and other contact information.

Health, safety, and accountability - All of the stakeholders
identified accountability and monitoring for consumer safety as
important aspects of quality. There were differences among the
stakeholders in the relative weight given to accountability and
autonomy. For example, consumers want to be in charge of their
own services and their own safety. Administrators are more
concerned with monitoring the appropriate use of public dollars and
for minimizing risk of negative outcomes for consumers. To
illustrate, one administrator recalled worrying about a “disaster” in
the early days of operations. Safety and public accountability are

important dimensions of quality.
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L essons L earned:
Quality is achieved
because of consumer
choice, not in spite of it.
Consumers are the
agents of quality.

QUALITY THEMES

In addition to the dimensions of quality that emerged from
the focus groups and interviews, stakeholders helped us to uncover
some important themes and principles of quality that serve as the

foundation for a quality system.

Quiality isachieved because of choice, not in spite of it. -
In the early days of consumer-direction, there was concern that
consumer choice and autonomy, and the absence of “outside”
provider agencies in the consumer’s home would create greater
potential for fraud, abuse, and poor quality care. To the contrary,
stakeholders consistently made it clear that consumers will choose

quality if they have the opportunity to do so.

Consumersarethe agents of quality. - With appropriate
supports, resources, and information, consumers are the experts on
quality. The consumer and/or their representative can and should
take on primary responsibility to make sure that they receive high
quality services. Program planning and refinement helps to put
supports and resources in place to help consumers in this role.
There should be meaningful consumer participation in all aspects of

program design, review, and improvement.
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Programs can be designed to maximize consumers
ability to achieve high quality services. - Because of this powerful
lesson learned from consumers and other stakeholders, this guide
will focus on two related aspects of program quality: building a
quality program that includes consumer supports and program
operations necessary for consumers to get high quality services, and

building a quality management system that is useful and utilized.

Monitoring and accountability efforts can and should
coexist with consumer -centered program activitiesin a quality
system. - Principles and program goals, which embrace consumer-
centered and policy-responsive definitions of quality, should be
explicitly reflected in the quality monitoring system. A platform of
health, safety, and risk management allows consumers secure
footing from which to exercise choice and control in their lives.
Consumer-centered processes, including but not limited to,
consumer satisfaction and consumer-defined goals and outcomes,
are essential aspects of accountability for achievement of program

goals.

Quality management activities should be part of a

feedback and improvement loop, with clearly identified roles,

responsibilities, and communication links. - A quality monitoring

14



system should include clearly delineated and intentional
opportunities for gathering and using information of all kinds to
assess program impacts, hear from consumers, and improve
services.

It is our assertion that any quality program will be based on
these underlying themes and principles. These ideas provide the

foundation for the remainder of the guide.
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Keep in Mind:

Quality Management
starts from the first day
of program planning, not
the first day that a
consumer receives
services.

BLUEPRINT FOR A QUALITY SYSTEM
The blueprint presented in Table 1 (page 19) describes the two
interrelated mechanisms used to build a quality program—1)
incorporating quality into program design, and 2) developing a
comprehensive quality management system. Designing a High
Quality Consumer-Directed Program, represented in the left hand
column of the table, includes three major steps—establishing
program goals and principles, planning activities, and consumer
support strategies. Planning activities include the areas that any new
program must develop before consumers are served. Training of
consumers and consultants, and creating a good method of
communicating with consumers are examples of strategies
described. Although quality assurance models often concentrate on
monitoring activities once a program has started, this section
emphasizes front-end work that can have a major impact on quality.
For example, a strong training program for both consumers and
consultants could reduce subsequent quality problems during
implementation.

Consumer support is the other major component of this
section of the blueprint. It is based on the feedback that we received
from consumers, -- if they have the information and necessary tools,

consumers will choose quality. Use of consultants, the fiscal
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Keep in Mind:
Although thinking
about quality before a
program begins is
essential, no matter
how good a program is,
you cannot think of
everything. Good
quality programs
include continuous
improvement efforts, in
recognition that the
program will
continually evolve and
improve.

intermediary, and peer supports are examples of strategies
recommended.

The second column shown in Table 1, Developing a Quality
Management System, includes quality monitoring and quality
improvement activities. Quality monitoring includes tracking
performance indicators, independent audits of consumer records,
interviews with consumers, and organizational audits of both the
consultant and fiscal intermediary functions. While these types of
activities are used in many ongoing programs, our experience
suggests that program developers don’t always have a good sense of
how to organize and use this information. Many programs do not
have management information systems to process data, and even
fewer organizations have developed formal mechanisms for using
these data to improve program quality.

In response to these concerns, this guide addresses quality
improvement efforts. Creating a continuous quality improvement
system requires the involvement of consumers, and the use
information to make good decisions. Three activities are
highlighted in this section: collecting personalized outcomes data
from consumers, establishing a quality improvement committee
comprised of key program stakeholders, and conducting a program

self-assessment to reflect upon how program structure and policies
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affect consumers. Any quality management system must build in
mechanisms to hear from consumers.

Three points are emphasized in this area: engaging and
listening to consumers is an essential piece of quality management,
a mechanism for processing information is critical, and these data
must be used to improve the program. It is also necessary for
programs to identify the specific outcomes of interest. As programs
choose and refine their quality strategies they will then need to
incorporate efforts to measure, collect, and analyze outcomes data

into their quality management system.
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TABLE 1
STEPSTO QUALITY

Designing A High Quality Consumer-Directed

Program

1. Establish program goals, principles and
quality definitions. (See Dimensions of
Quality Section)

2. Planning for quality:

design roles

design processes

plan for communication

develop program written materials
plan staff training

select information system

develop performance standards
design program supports to address
population needs

SR e a0 oD

3. Identify activities that will support consumers
in their desire to receive quality services:

consultant activities;

fiscal intermediary activities;

worker registries;

development of individual and system
wide emergency back-up procedures;
peer support;

criminal background checks;

g. provide ongoing information to
consumers.

a0 o

o

Developing a Quality Management System

1. Establish expected outcomes and measures
for program. (See Dimensions of Quality
Section)

2. Translate outcomes into internal and
external program procedures and contracts.

3. Design quality monitoring strategies:

a. complaint hotline

b. program performance indicators
c. agency and record audits

d. independent review of consumers
e. consultant monitoring activities

4. Develop quality improvement strategies
which include:

a. personalized outcomes;
b. a quality improvement committee;
c. program self-assessment.

5. Design process for data analysis of
monitoring and improvement strategies and
examine how data can be used to identify
areas for improvement.

6. Implement improvement strategies and use
data to monitor effects of quality efforts.

19






Planning Phase Strategies

Blueprint and Stepsfor Quality

Planning Phase Strategies

Consumer Support Strategies

This section identifies the range of activities that
should initially be addressed before a program
begins to deliver services.

Monitoring Strategies

Quality Improvement Strategies

Appendix A: Quality Materials

Appendix B: FormsUsed in
C&C Program

Appendix C: Resource
Materials
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Planning Phase Strategies

Many programs devote all of their energy to launching and
then superimpose quality mechanisms once operations begin.
Building quality into a program during the design phase can help
limit operational problems as well as reducing gaps or overlaps in
the quality management approach. We have identified a number of
activities important for quality that need to be addressed during the
planning phase that will effect quality including: clarification of
staff roles, development of sound processes and written materials, a
comprehensive training strategy, good information systems, clear
performance standards for providers, and an approach for
accommodating consumer populations with varying needs.

For each of these areas, we offer general issues and practical
examples as reported to us by C&C program staff and consumers
and by the other 15 consumer-directed programs interviewed.

Designing Roles - As programs are developed, it is
important to define staff roles and responsibilities as clearly as
possible. An example from the C&C demonstration highlights this
point. The consultant and fiscal intermediary functions are the
primary consumer support functions and are critical to quality
management. People performing both functions work closely with
consumers as they learn to manage their budgets and workers, so

the boundaries between the two roles must be clear. When the
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Tip:

Role and Boundary

| ssues

It is helpful to ask
questions about the
processes used to work
with consumers. For
example: Who will
answer questions about
what can be included in
a purchasing plan;
whether a live-in helper
gets overtime pay;
whether a check has
been cut or sent; or how
to find a Spanish-
speaking worker. Project
staff will have to make
sure that roles and
responsibilities are clear
to consultants, fiscal
intermediary staff, and
consumers.

consumer understands whom to contact for what, the number of
phone calls is greatly decreased. Including consumers in the
planning of these roles should help identify areas potentially
confusing to them.

It is necessary to have appropriate and informed
expectations when designing roles. For example, the C&C
demonstration learned that consulting is not less time or labor-
intensive than case management with traditional clients at first;
though over time, as consumers become more skilled at self-
directing, it often becomes less time-intensive. Consumers needed
significant training and support initially. In order to honor the goals
of the program, consultants need to know what amount of help they
are permitted and expected to provide consumers. Program goals
may vary on the nature, scope, and frequency of contact between
consumers and consultants. Some programs encourage formal, less
frequent, and very purposeful contacts, while others expect
consultants to serve as a resource for whatever assistance
consumers may need.

Designing Processes to Serve Consumers - Anyone who
has had the opportunity to get a drivers license or transfer a car title
can testify to the effect that complexity and red tape can have on the
quality of the service experience. To enhance quality, processes

should be as simple as possible. Every extra person involved in a
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Case Example:

One of the C&C programs
required state office
approval of all
purchasing plans because
the consultants were not
program employees and
most would never have
more than a few
consumers. This required
extensive state staff time
in review. It also involved
a state staff member in the
communications between
consultants, consumers,
and the fiscal
intermediary whenever
errors were identified. In
time, some consumers
learned that the state staff
person was able to answer
questions better than their
consultants, so they called
her first, with predictable
overload for a position not
designed as a first
responder. There were
two problems here: the
consultants didn’t have
enough authority to make
decisions about what
could be on the plan and
they didn’t have enough
cases to learn the many
details of the program
well. To address this, the
program moved to
concentrating cases in a
small number of agencies
and fewer consultants and
will eventually have the
consultants approving the
purchasing plans.

transaction increases processing time and the possibility of error, so
the smaller the number involved, the better. Using detailed flow
diagrams during the planning of all processes can help identify and
eliminate complications and unnecessary steps.

We provide an example by examining two processes that are
typically complicated in consumer directed programs: approval of
the consumers’ purchasing plans, and making changes in the
purchasing plans over time. These occur frequently, so any
efficiency can have a big payoff. To streamline the approval
process, Cash and Counseling sites developed for consumers and
consultants a standard list of pre-approved items that could
automatically be included in a purchasing plan. Plans with only pre-
approved items were allowed to be submitted directly to the fiscal
intermediary. The quality of the approval process could be assured
by reviewing the first few purchasing plans from each consultant,
then periodically reviewing information about the needs of the
consumer, with monitoring to identify problems.

Changes in purchasing plans often created problems in the
early months of the program. Consumers made changes more
frequently than anticipated, requiring a streamlined mechanism to
make and track changes. Policies that allow telephone, fax, or
computer notifications helped to track these changes. Some

consumers had or purchased computers (with accommodations for
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disabilities) to help them manage their plans and workers, so
policies and processes should take this possibility into account.

Planning For Communication - Communication is
essential to operations. Quality of communication is enhanced when
it is easy, quick, and error-free. Programs can take advantage of

technology to help with communication. In particular:

e There should be a toll free number to call the program
office for questions. This will speed communications
from consumer and consultant, especially allowing the
consultant to call with questions from the consumer’s
home without incurring long distance charges. The
number should also be offered for reporting concerns
and complaints.

e Consider using other electronic aids- cell phones,
internet connections, facsimile machines,
computers/laptops, especially for consultants. All of
these speed communications and can reduce the
possibility of errors.

e All electronic communications should require an answer

or receipt to ensure they are received.

Other technologies used to facilitate communication
included web pages, email, automatically generated letters or faxes
of notification, automatically generated reports, and
teleconferencing. Program procedures should address requirements
for maintaining documentation and confidentiality when electronic

communications are used.
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Case Example:

Service Tracking

In one C&C state, the
length of time it took for
consumers to receive
services was tracked and
reviewed weekly. The
state program office sent
an electronic report to
consultants when a
consumer’s deadline for
completing the
purchasing plan was
approaching.

Another characteristic of a process is the amount of time it
takes to complete it. Unnecessary time spent in any process is
frustrating to consumers and a waste of resources for the program.
Establishing targets or goals for the amount of time expected for
completing each step in the process can promote streamlining. Then
people know what to aim for and the program can monitor whether
the goals are being met. An important quality indicator is the time it
takes for the consumer to submit their initial purchasing plan and
start to self-direct. A goal of 45 days or 60 days to self-direct
assures that the consulting process moves along instead of being put
on a back burner.

Consultants agreed that phone calls to monitor consumers'
progress in completing the purchasing plan encouraged quicker
completion of the process.

If possible, allowing consumers to start receiving their cash
allowances whenever their purchasing plans and other paperwork
are ready would also reduce time lags. If a policy states that
consumers can only start employing their workers at the beginning
of a month, the time it takes to achieve self-direction is increased
and a worker may accept work elsewhere. One program had a
process for covering an advance of up to two weeks, so consumers
didn’t have to wait until the first of the month to begin managing

their own services.
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Case Example:
Timesheet/Pay
Schedules

One C&C state
developed a calendar for
the year, showing which
dates to submit
timesheets, when the
checks would be cut, and
when they could be
expected in the mail.
This information was
provided to consumers
and consultants. The
fiscal intermediary will
want to adhere to
promised schedules in
order to avoid a flood of
calls inquiring about
whether checks have
been sent.

Other examples of requirements that caused delays included
the need for a consumer signature for every change on the
purchasing plan (rather than telephone approval), and the
requirements that the purchasing plan match the budget to the
penny. In some cases, federal or state rules may dictate these
policies.

Another time lag potentially affecting the ability of the
consumers to keep workers is the lag between submitting a time
sheet and getting a check. In some cases workers may live paycheck
to paycheck and while this period was shorter in C&C than in some
programs we reviewed, it was still was a cause of concern to some
consumers. The process should be designed to minimize this time
It is also important to inform consumers accurately how long it will
take, so they can tell their workers.

Involving consumers in planning helps sensitize the
program to “consumer time”. To a consumer waiting for a return
phone call 24 hours could be very long time. To a program person a
24 hour response may seem like very timely service. This is another

advantage to hearing from consumers.

Developing Written Materials - Written materials and

program forms such as application materials, purchasing plans, and

employee time sheets, provide important guidance for program staff
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Tip:

Account Balances
All three C&C states
identified challenges
associated with the
fiscal intermediary‘s
task of regularly
reporting account
balances to consumers.
These reports were not
consumer-friendly and
generated many phone
calls to the fiscal
intermediary and
consultants as
consumers struggled to
understand them.
Because these agencies
could not respond to
the overwhelming
number of calls staff
were stressed and
consumers were
unhappy. In response,
sites had the fiscal
intermediary get
feedback from
consumers and
consultants about the
report, so that revisions
could be made and
tested.

and consumers alike. Consistency and simplicity are enhanced if all
program participants use the same materials. When developing
materials for the staff to use in training consumers, it is important to
get input from the professionals who will be working directly with
consumers. Also, it is critical to include consumers in the

development of consumer-friendly materials.

. Instructions and forms should be clear and consumer-
friendly forms and instructions for the forms. C&C aimed
for approximately the 6™ grade reading level. To avoid
overwhelming readers, use formats that are less dense than
long paragraphs (such as lists, bullets, graphics, white
space). Pretest materials with consumers. Depending on the
program’s population, materials should be available in
alternative formats and other languages. Provide examples
that are already completed correctly. Organize the materials
by steps.

. The design format of the purchasing plan is particularly
important. It should be consumer-friendly and should assist
consumers with goal setting and calculations. Making the
calculations easy and clear, even automatic if possible, will
save many steps and hours of error correction. Include
consumers in the design phase. (See Appendix B, pgs.45-
54.)

. Standard written communications from the fiscal
intermediary to the consumer and consultant should be
reviewed to make sure they can be easily understood.
Planning Staff Training - Training program staff is critical

to the quality of the program. Developing a comprehensive training

plan for the program from the beginning will ensure that all the

bases are covered. The plan should address such questions as:
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Case Example:
Transition From Case
Manager to Consultant
In the C&C experience,
the transition from case
manager role to the
consultant role was not
an easy one, especially
for those serving older
people. It required
training, retraining, time,
and successful
consumers to win over
some of the consultants,
who were genuinely
worried about their
clients’ condition. Case
managers have
traditionally been trained
to be the professional
and this may be more
directive than the
consultant role
appropriate in consumer
directed services.

Who will do training for each type of staff, (i.e., consultants,
fiscal intermediary staff)?

When, where and how often will it be done?

o What content must be covered?

. Will the responsibility for training change once the program
starts?

. What follow-up support will be provided?

. How will the training efforts be evaluated?

To enhance consistency, everyone doing training should be
adequately equipped with standard curriculum and materials, and
not required to design their own. It is useful to plan a period for
revisions of the training materials based on feedback from
consumers and consultants. If revisions are not built into the
process, trainers might individually adapt the training and the
opportunity to improve the standardized training is lost.

A training plan should recognize that new staff will be
added over time, in response to expansion or turnover. Trainings
need to be frequent enough to deal with new staff so that on-the-job
training from peers doesn’t become the norm by default. (If on the
job training is the plan, standard procedures and measurement
should be developed, along with oversight to ensure consistency).
Without adequate ongoing training, turnover can be a threat to

quality. In C&C, turnover among consultants was higher than
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initially anticipated and training was identified as an ongoing
problem.

The staff training plan should also include a mechanism for
periodic updates to keep everyone abreast of changes. For example,
consultants in C&C scheduled regular meetings with each other and
program staff. These meetings provided updates, peer support, and
transfer of knowledge, thus improving quality from the consultants’
perspective.

Consultants told us that their training should:

e Occur close to the time they will start serving
consumers;

e Include multiple modes of teaching, not just lectures;

e Give a picture of the entire job, not just how to fill out
forms;

e Provide comprehensive materials;
e Include practice time;

e Include as trainers people who have done consulting and
consumers who have successfully self-directed;

e Help them understand how much help they are permitted
and expected to provide consumers who are struggling
with their responsibilities;

o Identify a source for answers to ongoing questions;

e Address specifically how to fulfill multiple roles of what
is expected, (for example, providing information and
assistance for the consumer and a monitoring role for the

program).

e Define how consulting is different from their previous
roles.
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A necessary area of training for the fiscal intermediary staff
is customer service training. In particular, those having phone
contact with consumers need to be prepared to communicate
patiently and courteously with consumers with various disabilities.
Information System - An important quality improvement
principle is that programs need to have good information to make
good decisions. The organization needs to decide what information
is needed. What performance indicators and consumer outcomes
should be tracked for quality management? What data are required
by the federal and state oversight agencies? Once these decisions
are made, data collection approaches need to be put in place.
Finally, a mechanism for processing the information must be
established.

The program should have the ability to:

¢ Track consumers through the progressive steps of
enrollment and self-directing, with relevant dates for each

step, and through changes (phone number, address, whether
has a rep, number of hours in plan, etc.).

e Track consultants and which consumers they serve, and
track consultants through changes (phone number, address,
agency), and be able to communicate with all of them.

e Track purchase and service payments from Medicaid to
fiscal intermediary to consumer, along with dates of
transfer, and balances, taxes paid, savings.
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e Track what changes have been made in the purchasing plans
and when and know what is currently in force.

e Track dates of last reassessment and reauthorization for
Medicaid and the due date of the next one.

e Include outcomes data for consumers over time.

e The databases need to be linked and allow for queries.

Our experience with the C&C sites and other consumer
directed programs staff highlighted numerous barriers to
information systems that work. Although such challenges are not
unique to consumer-directed programs, the need to track consumer
outcomes and program expenditures is critical. Programs should
spend time during the development stage to design an information
system that will provide the information necessary to make high

quality decisions.

Developing Performance Standar ds - In many instances
consumer-directed programs do not provide all of the support
functions in-house. The consultants and fiscal intermediary agencies
are likely candidates for partnership. Prior to choosing providers of
theses services, it is important for the program to clearly articulate
the tasks, roles, and responsibilities to be performed. Definitions of
acceptable performance, and the performance indicators that will be

used for monitoring purposes are extremely useful.

31



Consumer direction is a relatively new and somewhat uncommon
program. Agencies implementing and supporting consumer
direction are often paving new ground. A program can get better
partner agencies if it provides some training and resources about
consumer direction to those organizations interested in applying.
Some of the operational protocols from the Cash and Counseling
demonstration are included in Appendix A. The Arkansas protocol,
which includes performance standards and indicators, was
incorporated into the program’s contracting procedures with the
consulting and fiscal intermediary agencies. (See web link in
Appendix C)

Designing Program Supportsto Address Population
Needs - In planning the program, it is important to identify whether
any anticipated consumer population will require different
approaches or features to be successful in consumer-direction. To
accomplish this objective, programs should include a range of
consumers in the planning process. Plan to accommodate these
needs, even if it creates different policies for different people. For
example, allowing consumers to choose representatives to help
them manage their caregivers encourages the inclusion of
consumers less able to manage on their own, such as people with
Alzheimer’s disease or children with disabilities. Two of the C&C

demonstration decided that allowing representatives to also be paid
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caregivers presented a conflict of interest. However, one state
allowed this option. Prohibiting this practice did create some
hardship for single-parent households of children with
developmental disabilities because the parent would have to choose
one role or the other.

To ensure access for some types of consumers’ special
policies may be required. For example, a circle of friends might
function as the representative, if the parent wanted to be the paid
personal assistant. Although flexibility is encouraged in responding
to these types of challenges, the state experiences in C&C indicate
that the same person should not serve as the representative and the
paid caregiver.

The program staff we interviewed suggested one important
way that quality challenges may differ among consumer
populations. This concerned the issues surrounding hiring family
members for paid care. Respondents from aging service programs
assumed there was inherently more safety and quality if a family
member was the provider. A major concern of these respondents
was for people who did not have family members to hire. On the
other hand, the adult disabled program respondents reported more
concern about abuse and lack of consumer independence and
empowerment if a family member was the provider. A major issue

from this group of respondents was how to help consumers find
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non-family workers. Respondents from programs serving those with
developmental disabilities identified a third perspective. Their view
was that the family is a natural provider and is safer, but may limit
development and be less effective in handling medical and
behavioral issues. Some of the aging/disability respondents did also
express concern about the ability of the consumer to be independent
if family was providing care. Several respondents discussed the
need to train consumers how to combine family and employer

relationships.
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CONSUMER SUPPORT STRATEGIES

Blueprint and Stepsfor Quality

Planning Phase Strategies

Consumer Support Strategies

Monitoring Strategies

Consumer Support Strategies

This section identifies the types of support
strategies that aid consumers in making good
decisions about their care

Quality Improvement Strategies

Appendix A: Quality Materials

Appendix B: FormsUsed in
C&C Program

Appendix C: Resource
Materials
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Consumer Support Strategies

The activities and functions in this section are based on the
premise that consumers will choose quality if they have the
information and resources to do so. The primary supports are the
consulting and fiscal intermediary functions. Other support
activities are the worker registry, the emergency back-up system,
peer support, criminal background checks, and the provision of
high quality information to consumers. The program’s flexibility
and responsiveness to the consumers’ preferences should be
evident throughout these activities. It should be noted that these
support activities were implemented differently across the three

C&C states.

Consultant Activities - Training and monitoring are two
core consultant activities for assuring quality of the consumer’s
program experience. Consultants in the Cash and Counseling
demonstration described many practices and details they believe
contributed to quality in the program. Providing good information
to consumers at all stages was considered to be a top priority for

consultants.
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Consumer training - The most important strategy for
providing information to consumers is the initial training provided
by the consultants. This is critical to the success of the program.
Most consumers will have little idea of what will be expected from
them. The initial training has to be sufficient to allow consumers
(with assistance from a representative if chosen) to understand
basic components of the program. This includes their
responsibilities as an employer developing their purchasing plan,
and managing their budget, their workers, and their care.
Essentially, consumers will have to know almost everything the
consultants know, but they will generally need time and support to
learn it.

Consultants told us that to provide quality training to
consumers they should:

e Contact the consumer as soon as possible after receiving
the referral.

e Use the initial phone call to begin orienting the consumer.

e Have clear and consumer-friendly training materials, with
some sent to the consumer ahead of time.

e Be able to adjust the pace of training to each consumer.

e Be able to assist as requested by the consumer
(calculations, repeating, answering questions).

¢ Include in the training, with the consumer’s permission,

their representative (if there is one), family caregivers, and
the designated workers (if known).
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Tip:

Clarifying Expectations
To a consumer, right
away may mean within 15
minutes, while to a
consultant a 24 hour
response seems timely. In
the C&C demonstration,
some consumers initially
called supervisors, the
state office, and the fiscal
intermediary when their
consultant didn’t respond
within a brief period.
Clarifying expectations
for consumers and
consultants through
training helped to reduce
communication problems
in this area.

e Provide more training at a later date, depending on the
consumer’s need and ability.

Providing good information includes whom to call with
what question. Training should help consumers establish realistic
expectations and an understanding of program procedures from the
beginning (e.g., about how rapidly the consultant can be expected
to return calls). Another example important to consumers is
information about when to send in time sheets and how long it
takes to get checks sent to them.

Necessary information for consumers who are self-
directing will include rules and regulations surrounding hiring and
paying workers. Examples include minimum wage rules, overtime
compensation, collection and payment of taxes and social security,
and what types of questions may legally be asked when
interviewing a potential worker. While the fiscal intermediary may
do some of the related tasks (collecting and paying the taxes), the
consultant needs to be able to explain all this to consumers so they
don’t overspend their budgets. This type of information is best

provided in a manual that can be referenced as necessary.

Assist consumerswith developing and implementing the
purchasing plan - As a result of the initial training the consumer

(with the representative, if desired or necessary) should be able to
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Tip:

Completed Purchasing
Plan

Having an example of a
completed purchasing
plan helps to illustrate
how to fill out the form;
but consultants warn that
consumers may end up
using them as is.

develop the purchasing plan. This lays out how the consumer
wants the funds to be used to purchase the needed personal
assistance. Consumer choice and control, and consumer
accountability begin in earnest at this point. This involves
articulating the consumer’s goals for being in the program, to
ensure that the plan supports this goal and also contributes to the
later process for identifying specific personalized outcomes.

In C&C, errors in the calculation on the purchasing plan,
particularly in the initial stages of a consumer’s career, were
relatively frequent and corrections were time-consuming. Tables
for calculating rates of pay and taxes were developed to help both
the consultant and consumer and samples are included in Appendix
B, pgs.60,61. Over time and through the use of these aids, errors
were decreased considerably.

The purchasing plan must also include a written back-up
plan describing what the consumer will do if a worker doesn’t
show up or quits. Helping the consumer plan for this possibility
increases their sense of security that they will have help and that
they are in control of the situation. The back-up plan must also fit
within the budget. Once the consumer is self-directing, the
consultant should periodically discuss the back-up plan to make

sure it is still viable.
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Responsiveness means that throughout this process, the
consultant doesn’t make any decisions but lays out the options and
provides whatever information the consumer needs to make
informed choices.

Once the purchasing plan is completed, consumers may
need assistance with completing the paperwork required of
employers (Workers Comp, I-9’s, etc). This paperwork is typically
the least consumer-friendly of all program materials. Specific
instructions and examples of completed forms should help reduce
errors. Frequent references during training to the consumer’s
“being the boss” reinforce the importance of this paperwork to the
workers. Consultants also used this technique to underscore the
consumer’s authority relative to caregivers.

Finally, an important aspect of informing the consumer is
telling them the consequences of fiscal mismanagement. For
example, the program may require submission of a Corrective

Action Plan and repayment of money over a period of time.

Ongoing Contact - Monitoring of consumers is the second
core function of consulting. The purpose is both support for the
consumer and accountability for the program. Once the consumer
begins self-directing, consultants maintain regular contact. While

the three states in the C&C demonstration had differing monitoring
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guidelines, the consultants reported being comfortable with face-
to-face visits every three months and monthly phone calls. Once
consumers were managing well, the visits were reduced to every
six months in one state. Both calls and visits were used to monitor
the consumer’s situation, management of money and workers, and
satisfaction with the workers and representative. Depending on the
role defined for the consultant, the visits included checking
receipts for purchases. Also the viability of the back-up plan can
be reviewed. Self-directed consumers are expected to call the
consultant when questions or problems arise. Consultants could
also make additional, even unannounced, visits if they had any
concerns about any aspect of the home situation. They saw this as
important to ensuring the consumer’s safety.

Some programs tailor contact schedules to consumer
situations. For example, more frequent monitoring of children with
developmental disabilities was used when the family provided all
the care and served as the representative. In another program,
monitoring was more frequent at first when the consumer was
using a representative — until the consultant was comfortable that
the representative was acting for the consumer and not for
him/herself. Consultants also made a practice of speaking with the
consumer, even when they had a representative, and asking about

their satisfaction with the representative, and reminding them they
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could change if desired. No program asked the consumer what
level of monitoring they would prefer, but some consumers did

express a desire to be more independent.

Assisting Consumersin their role asemployers -
Another important aspect of quality in consumer directed services
is the evaluation of the worker by the consumer. Consumers may
not recognize that, as an employer, they have evaluation
responsibilities. They may need information and assistance from
consultants or training from others to develop these skills. Once
workers are hired, the consumer should be encouraged and assisted
to evaluate their workers on an ongoing basis. The consultant can
help the consumer develop realistic expectations — neither too high
nor too low.

Consumers should also be assisted to evaluate their own
performance as an employer. For example, they should think about
how well they communicate with their workers and how
effectively they solve problems with workers. Consumers may
need help in their efforts to discipline or fire a worker.

Reporting abuse - Incidents of exploitation, neglect, or
abuse of the consumer, or the budget were almost nonexistent in
C&C. Nevertheless, performance standards should require that

consultants report to the state program office immediately any
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suspicions of exploitation, neglect, or abuse of the consumer, or
the budget allowance. This reporting procedure and the process for
investigating and following up should be clear to all consultants.
Several programs also emphasized the importance of training
consumers to recognize and report to the consultant any possibly
abusive behavior. One C&C state included in the first consultant’s
visit after the consumer began self-directing an assessment of the
risk for abuse in the household.

Other quality issues - Other issues identified in the
C&C demonstration have implications for quality. These include
potential conflicts of interest, the influence of consulting
reimbursement approaches, and the impact of certain enrollment

practices.

. Potential conflicts of interest — It is useful to
explicitly examine the planned consultant role for
potential conflicts of interest (e.g., advocate/monitor).
The consultant who is expected to be a strong consumer
advocate may argue to increase care plan hours, thus
having an impact on the overall program costs. In one
of the states the consultant is hired and fired by the
consumer and may be reluctant to report problems that
require corrective action for fear of losing income. Dual
responsibilities are not necessarily a bad structure, but
supervision or controls will be needed to identify these
tendencies and address them.

. The source and rate of payment for consultants —
The rate structure for reimbursing consultants affects
quality because it interacts with the amount of
assistance that will likely be provided. If the
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consultants are not paid for enough time to teach
consumers this new approach, they are likely to take
short cuts. It takes less time for the consultant to write
the purchasing plan him or herself, instead of assisting
the consumer to do it. They may not spend enough time
to allow the consumer to really understand, resulting in
more calls with questions and more mistakes to correct
later. On the other hand, if unlimited reimbursement is
available for this task, there may be an incentive to take
more time training than the consumer actually needs,
delaying their ability to self-direct.

Consultant caseloads must be manageable. — The
consultant job, while different than traditional care
management, is no less time consuming in the initial
phase. It is critical that consultants have reasonable
caseloads especially at the inception of a program.

Other disincentives. - Some enrollment practices can
have an unintended negative affect on the rate of
consumer participation. If consultants are expected to
add consumer-directed clients to an already excessive
caseload, they may discourage people from
participating. If they are paid less to do consulting than
to do case management, they may discourage people
from participating. If they are asked to select those
clients who will be offered the opportunity to self-
direct, they may nominate very few at first, as most of
their clients will be deemed “unable,” “uninterested,”
or “too sick.”

Consumer Support Provided by Fiscal Intermediary

- The fiscal intermediary performs two functions that significantly

impact the quality of the program; fiscal support, and fiscal

monitoring.. To support consumers the fiscal agent handles

employment and payroll paperwork, receives ongoing timesheets

and generates payment for workers. The fiscal agent plays a crucial

role in providing consumers with needed information to succeed as
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Tip:

Paperwork Error

Check List

One C&C site
recommends the fiscal
intermediary develop a
cover sheet with check list
to send back with
paperwork that was
incomplete or contained
errors, so the consultant or
consumer could easily
identify what was wrong
and correct it.

an employer. A second major function of the fiscal intermediary is
to manage, track, and document the flow of money from the public
entity to the consumer. The fiscal intermediary provides the
program with the necessary documentation for accountability and
review. (See the Arkansas Operations manual reference in
Appendix C for sample requests for proposals for the fiscal
intermediary function.) The fiscal intermediary function will
always attract substantial attention from both consumers and the
public, heightening the importance of developing a sound quality

assurance and improvement process for this activity.

Fiscal support for consumers- To support consumers,
the fiscal intermediary provides a range of services and
information. Quality in the financial support activities is defined
by accuracy, timeliness, and responsiveness. Support of consumers
includes the following activities:

e Assistance with the paper work necessary to hire workers;

e Review of purchasing plan in the context of budget
allocation;

e Processing of time sheets, issuance of payroll checks, and
withholding of necessary taxes;

e Payment of non-labor invoices;
e Processing of modifications to the purchasing plan;

e Providing an expenditure report on a regular basis;
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Tip:

Expenditure Reports
Although C&C states
worked with fiscal
intermediary staff,
designing reports for
consumers was an
ongoing challenge. Fiscal
intermediary software
presented barriers to
constructing consumer-
friendly reports. C&C
state staff indicated that
development time spent in
designing and testing the
format and content of
expenditure reports with
consumers is well worth
the effort.

e Responding to inquiries (e.g., for account balances, date
checks were sent out) and solving problems.

One of the major challenges for consumers who are hiring
their own workers and managing their own funds is handling the
paperwork and reports related to employment and payroll. When
consumers hire workers, all of the employment-related forms (I-
9’s, Workers Compensation, payroll taxes, Medicaid provider
enrollment) have to be filled out by the worker and/or the
employer. Even when assistance is provided by the consultant, the
fiscal agent typically receives and reviews this paperwork. There
needs to be clear and timely communication with consumers about
the status of all of the forms that need to be in place before the
worker can be paid. The quality of these interactions is enhanced
by clear written instructions, including examples of properly

completed forms.

In addition, the fiscal intermediary reviews the purchasing
plan after it has been developed and forwarded by the consumer
and consultant. In most cases, the fiscal agent uses the purchasing
plan to set up an account for the consumer and his/her workers.
Then the purchasing plan provides a guide against which payroll
and other claims are compared and reconciled on a monthly basis.

The nature and extent of responsibility held by the fiscal agent for
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the verification of time sheets and invoices against the purchasing
plan depends on agreements among the various agencies involved.

Consumers typically send in time sheets twice a month and
the fiscal intermediary issues checks. Most programs sent the
checks to the consumers, who then give them to their workers.
Because timeliness is an important quality issue for the fiscal
intermediary services, internal procedures need to be as efficient as
possible. However, receiving time sheets and mailing payroll
checks can also be affected by mail delays. Some programs accept
fax copies of time sheets, but require that the original signed copy
be sent in also. Other possibilities such as direct deposit to the
worker’s bank account could speedup reimbursement.

Clear and timely expenditure reports are essential for
consumer success and program accountability. In general,
consumers need information to check on how their funds have
been spent, check on specific items, and on the status of their
accounts (monthly balance and accrued savings). Consultants need
to see that the consumer is managing funds appropriately without
going over the spending limit and without spending on unapproved
items. For both purposes, the information needs to be timely so
that problems don’t go undetected for long periods of time. One

solution to these problems is a web-based budgeting and reporting
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Tip:

Fiscal Intermediary
Training

The C&C states

recommended the fiscal
intermediary staff having
consumer contact be
required to have customer
service training as well as
training in communicating
with the consumers with
various disabilities.

system, which is now being developed and tested in several
programs across the U.S.

Even when the expenditure report is understandable, no
report can be up-to-the-minute, so the consumers will have to call
the fiscal intermediary if such information is needed.

An important part of customer service is telephone
communication. Many of the complaints about the fiscal
intermediary were in response to customer service issues. Common
concerns included: a machine answered instead of a person, calls
were not returned in a timely fashion, and the person answering
was in a hurry or rude. Some of these problems could be addressed
through training of fiscal intermediary staff and some of these
problems were related to the structure of the fiscal intermediary
services.

In addition, unclear written communication often resulted
in a large volume of phone calls from confused consumers and
consultants. Written communications that are pilot tested with
consumers will go a long way to reducing the telephone traffic.

Because consumers or their authorized representatives are
the employer of record, they may receive correspondence or
statements about taxes or workers’ comp, despite the fact that in
the overwhelming majority of cases, consumers choose to contract

out that function. These will cause a great deal of anxiety, so
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consumers should be warned of the possibility during training and

told to send any such correspondence to the fiscal intermediary.

Fiscal monitoring and accountability - In addition to
providing consumer support, the fiscal intermediary is the major
source of fiscal accountability for the program. Quality will be
defined by accurate and timely management, tracking and
documentation of the movement of Medicaid funds and the
withholding and timely payment of relevant taxes.

By helping the consumer succeed in managing funds, the
fiscal agent helps to make sure that expenditures match the
approved purchasing plans. At issue are who, in addition to the
consumer, is responsible for verifying payroll, approving invoices,
and reconciling expenditures with the purchasing plan? The exact
nature of the fiscal intermediary’s role in the process of verifying
time sheets and invoices needs to be clarified, as does the role of
the consultant and program agency staff. In some programs, the
consultant verifies expenditures before sending the bills on to be
paid. In others, the fiscal agency verifies the types and amount of
expenditures on a monthly, quarterly, or six-month basis based
upon the established purchasing plan. When the fiscal agency is
less frequently involved in reconciliation, the consumer (with help

from the consultant) has greater responsibility for managing the
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program’s money. The advantage of the latter approach is that
consumers are more in charge, but the program obviously needs to
make sure that there are some checks and balances in place and
that roles and responsibilities are clearly communicated. For the
purposes of financial integrity and accountability, the program
staff, consultant, fiscal agency, and consumer must have a clear
understanding about how this process will work. If consumers and
consultants have the major responsibility for management of the
allowance, the expenditure reports sent to the consumer must be
timely and easy to understand.

Among the C&C sites, one had consultants reconcile
expenditures before submitting invoices to the fiscal intermediary
and one had the fiscal intermediary do it. The third site monitored
expenditures after-the-fact by assigning the consultant the
responsibility of reviewing them with the consumer each month.

Problems with reconciliation occurred when the fiscal
intermediary paid whatever hours were presented in the time sheets
in order to comply with labor laws, even if the cost went over the
budgeted amount. When fair labor practices and the fiscal
intermediary contract dictate that costs may overrun purchasing
plans, consumers and consultants clearly have to be more involved

in matching expenditures to the purchasing plan.
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Since the fiscal intermediary agency receives and disburses
public funds, their reports will be the major source of monitoring
and accountability data. Both the program and fiscal agencies
should agree about how overall program expenditures will be
tracked and reported based on Medicaid requirements, program
policies, and reporting formats and cycles. Reconciliation of
expenditures with purchasing plans, average as well as a range of
monthly costs per consumer, tax payment recording options, and
consumer-specific expenditures are examples of reports that may
be helpful and necessary for program monitoring. The program
office will need a staff member to review the reports monthly so
any problems are caught early.

The C&C Demonstration required semiannual audits of the
fiscal intermediary functions; these are discussed further in the
monitoring section.

Because fiscal intermediaries for consumer direction
programs fulfill a unique function (i.e., providing service for a lot
of employers who are using public dollars to pay their workers)
there are significant and complicated IRS issues. (See Appendix C,

Fiscal agency readiness review)

Worker Registries- In the Cash and Counseling programs

about 80% of program participants hired family, friends, or
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neighbors as their primary worker. In select instances however,
individuals did report difficulties in finding workers, especially
where informal supports were not available. Some consumers
never got as far as self-directing because they could not find
workers, and others, worried about the availability of workers, may
have decided not to enroll. One response to this problem is the
establishment of a registry of potential home care workers. Such an
idea is consistent with our theme of helping the consumer choose

quality.

Our review of consumer-directed programs identified only
a few locations where home care worker registries existed.
California, with its long-standing In Home Supportive Services
program (IHSS), appears to have the most well developed worker
registry service. Designed to match people with disability and
workers it provides the following core services: (1) recruitment
and screening of potential in-home workers; (2) maintenance of a
list of workers and instructions for consumers on choosing a
worker; (3) monitoring telephone calls to consumers who use the
registry to identify any problems with workers and to assist with
other informational needs; and (4) community outreach to identify

other consumers in need of registry services.
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The California registry is computerized and designed to
match consumer requests with workers based on location,
language, type of assistance needed, work schedule, and other job
related preferences. From 1996-2001, nearly 1600 workers were
interviewed and listed on the IHSS registry, and over 2100
consumers were sent lists of potential workers.

Our review identified several other states and programs
attempting to develop registries (e.g., Washington, Oklahoma,

Virginia) but this concept does not appear to be widely used.

Tip: Respondents in our survey of 15 consumer-directed programs
Emergency Back-Up

Procedure talked about the difficulty in keeping the registry up-to-date
Although the emergency

back-up procedure may because workers did not always keep the program informed about

not be needed often, a . ) . .
high quality consumer changes in their employment status or contact information.

directed program must
have the necessary Another concern surrounded liability issues faced by registries. For

responses in place.

example, should registries be in any way legally responsible for

workers under such an arrangement? As evidenced from our
review of the California experience the development and
maintenance of a viable registry requires a considerable

organizational commitment of time and resources.

Development of Emer gency Back-up Procedures -
Because participants in consumer-directed programs typically

require assistance with activities of daily living, a back-up plan,
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detailing what the consumer will do if the personal assistant
doesn’t come to work or suddenly quits, is critical. Developing the
back-up plan is an important part of the planning process and
should occur at the same time as the consumer and consultant
develop the purchasing plan. The development of the back-up plan
invites an assessment of the consumer’s needs and circumstances
and a plan for responding to potential emergencies.

It is also essential for the program to have a system-wide
strategy to respond if a consumer’s back-up plan fails. We refer to
this as an emergency back-up procedure. One of the Cash and
Counseling sites served individuals with brain and spinal cord
injuries, a group particularly at risk should a worker fail to provide
the needed assistance. While a small program, their emergency
back-up strategy is illustrative of a system-level response in
support of an individual problem. When it came to developing an
emergency back-up system, the program adopted a “whatever it
takes philosophy.” For example, in the state consumer-directed
service program personal care providers need to be certified by
Medicaid in order to be paid. To ensure the availability of an
emergency back-up provider, this rule was waived in critical
situations. The program attempted to eliminate any structural
barriers that existed in its efforts to ensure that personal assistance

could be provided immediately.
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Tip:

Volunteers

In Cash and Counseling,
several consumers
volunteered to be
available by phone to talk
with people considering
the program or to those
already enrolled. One site
actively recruited such
volunteers and described
their availability in the
program newsletter. The
volunteers reported
enjoying the interactions
and the feeling of
contributing to the quality
of the program.

The emergency back-up procedure relies heavily on
creating system level supports for the consultant and consumer to
respond to the presenting situation. The key is to create a structure
before the emergency so that consultants and consumers are
empowered to seek workable solutions. For example, the
consultant must be able to waive program rules surrounding
worker certification or eligibility, and to have the flexibility to
incur costs above the ongoing purchasing plan. This could occur
for instance if more hours were required or if an agency-based or

other higher paid worker was needed.

Peer Support — As we worked with Cash and Counseling
sites and the consumers participating in the program one principle
became evident: Consumers very much wanted the opportunity to
learn from and to support their peers participating in the program.
This desire was seen in an early focus group held to discuss quality
with consumers, when group members remained after the session
to discuss issues and exchange e-mail addresses for further
contacts. Each subsequent discussion with consumers highlighted
the importance of information exchange and support from others in
the program. Peer support, one of the cornerstones of the
independent living movement and based on the belief that some

assistance is best provided by people who have experienced
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disability themselves, seemed an important concept for consumer-
directed programs. Additionally, peer support promotes a wellness
model. Finally, it supports efforts to assist consumers in choosing

quality.

Peer support, in either a group or an individual setting,
provides a mechanism for exchanging tangible information in such
areas as working within the consumer-directed program,
suggestions for hiring or supervising workers, additional service
options, housing assistance and any other needed information.
Interacting with consumers who have similar experiences can also
assist with the promotion of the consumer-directed philosophy.
The independent living movement stresses the importance of peers

in helping consumers to become better self-advocates.

The lessons learned in Cash and Counseling reinforced the
experiences of the independent living movement concerning the
importance of peers. These experiences highlight the value to
consumers in having the opportunity to share both information and
support functions with their peers. Although some potential
elements of a peer support program have been identified in this
section, specific components will need to be developed at the

program level. Our works suggests that peer support can be an
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Tip:
Criminal Background
Checks

Based on these
experiences it is our
recommendation that
criminal background
information be available
to consumers in their
efforts to hire the right
worker. Deciding to do
the background checks
and how to use the results
should ultimately be the
choice of the consumer.

important strategy in helping consumers in their efforts to choose

quality.

Criminal Background Checks- Views on the use of
criminal background checks vary considerably. One perspective
argues that criminal background checks should be mandatory for
all workers, even family members. The argument for this approach
is that the process is clear and easy for programs to follow. The
opposing argument is that background checks are unnecessary and
ineffective and many consumers paying privately should not
hampered by this requirement. A middle-ground perspective is that
criminal background checks should be an option available to
consumers. Consumers who wish to do so should be able to obtain
background checks and have access to results, but such checks
should not be mandated.

Our review of the Cash and Counseling sites and a survey
of 15 consumer-directed programs around the nation provide
experience with these varied approaches. Of 15 programs
identified, eight of them used criminal background checks. In five
of these programs, background checks were mandated by state law,
although in two of these family members were exempt. In the other
three programs background checks were used, but not required.

Local programs were consistently opposed to the use of mandatory
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background checks. They reported particular concern from
consumers wanting to hire family, friends, or neighbors.

When background checks were mandated, two major issues
arose. One was whether to include family members, or which
members. (e.g., does conducting a background check on a
daughter, who has been the primary caregiver for years make
sense?) Second, if background checks are mandatory then there
needs to be a mechanism to evaluate results and apply these results
to hiring decisions. Decisions about which offenses disqualify an
applicant complicate the process but must be attended to prior to

starting a program.

Providing Ongoing I nformation - Consumers in the Cash
and Counseling demonstration were very interested in information
about the program and the service system in general. The training
materials developed for consumers, consultants, and the fiscal
intermediary staff at the outset of the program were critical in
addressing the initial needs of the consumer. However, both
consumers and program staff discussed the importance of meeting
ongoing informational needs. Programs recognized that as
consumers gained more experience and when their care, and social
and environmental circumstances changed, their information needs

would change as well. What types of information do consumers
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need on an ongoing basis? And how can such information be
disseminated? Discussion with consumers and program staff in the
demonstration described several strategies. Two of C&C programs
developed newsletters that were praised by consumers. Other
outside resources can address the consumer (and caregiver) desire
for more information. Consultants can influence the quality of care
by informing consumers of opportunities, such as talks sponsored
by the Alzheimer’s Association, hospitals, Area Agencies on

Aging, community colleges, and advocacy and caregiver groups.
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Blueprint and Stepsfor Quality

Planning Phase Strategies

Consumer Support Strategies

Monitoring Strategies

Monitoring Strategies

Quality Improvement Strategies

Appendix A: Quality Materials

Appendix B: Resource Materials

Appendix C: Forms Used in
C&C Program

In this section we present a range of activities
that can be used by an organization to ensure
that services are of high quality. These strategies
must be linked with other quality improvement
efforts to be successful.

Despite the importance of incorporating quality
activities into design efforts, we recognize that
publicly funded programs need to include
monitoring activities.
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Tip:

Plan Program
Monitoring Activitiesfor
Usein Quality
Improvement Efforts

In our review of quality
effortsin long-term care
we have come across
numerous examples where
an organization cannot
even identify the purpose
of a specific monitoring
activity, and data
collected from the effort
are not used for program
improvement.

Designing and Using Quality Monitoring Activities

We hope that careful program planning will reduce many
quality challenges by the time a program begins operations.
However, as a program moves into the operational phase there will
undoubtedly be quality challenges that arise in even the best
planned organizations. The quality management system described
in this section includes a series of strategies that can be used to

monitor and improve program services.

Despite our emphasis on the importance of consumersin
improving and assuring quality this guide acknowledges that
publicly funded programs are required to include program
monitoring activities. In aquality system it iscritical that these
monitoring strategies be incorporated into the overall quality
improvement framework of the program. This means that
monitoring data must be systematically collected for use in both
individual and program improvements. In this section we present
monitoring strategies for consumer-directed programs with a
particular focus on how such activities can be linked to quality

improvement.

Complaint Hotline - A common program practice is the

use of atoll-free telephone complaint hotline. Widely publicized

61



with consumers, family members, representatives, workers, and the
long-term care network, such a strategy provides an opportunity
for anyone interacting with the program to easily call if aproblem
has occurred. Although specific approaches vary by program, the
general principleisthat consumers, family members, and other
stakehol ders receive training concerning the purpose and use of the
hotline, and anonymity of the caller and the consumer are assured.
For example, one of the Cash and Counseling sites used atoll-free
complaint hotline at both the main program office and the fiscal
intermediary.

Upon receiving a complaint call the program has to have a
mechanism for tracking, reviewing, acting upon the call, and for
recording the final action. A strength of the hotlineisthat itsuseis
not restricted to consumers but also from providers and other
members of the community. Initially programs did report calls
from providers, who in some cases were raising issues about the
legitimacy of the cash and counseling approach. Even in these
instances the hotline provided a way for the program to educate
providers and get their by-in by explaining the monitoring and
guality mechanisms built into the program.

Additionally, logging calls can provide a program with a
systematic look into the nature of problems, so that a response can

occur at both an individual and programmatic level. Such
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aggregation can be particularly important from a quality
improvement perspective, where the goal is to support program
solutions to problems.

A difficulty with the use of the hotline approach is that
such aline can receive many genera information calls about the
program. A widely publicized toll-free complaint line a one of the
Cash and Counseling sites reported that the overwhel ming majority
of callswere for information about entry into the program. In one
case the program received a hotline call requesting information
about another state's program. A dual use line does not represent a
problem for a program, but it should be recognized that the volume

of callswill beincreased substantially when both purposes are met.

Program Performance Indicator s - Just as consumers
require information to make good decisions, so do organizations.
Selected performance indicators, based on program goals and
expectations, can provide needed data for program decision
making. Indicators are selected by considering what the program
needs to know in order to decide if it isworking as planned. This
will vary by program but could include such areas as: How long
does it take to respond to a consumer request for program
information? Once a person enrolls how long does it take to have

their purchasing plan approved? How often and for what reasons
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do consumers leave the program? How frequently do the
purchasing plans match consumer expenditures? The answers can
then be compared to goals or expectationsto learn how well the
program is operating. Although data from these types of questions
are important for quality management, many programs which are
reviewed were unable to collect, access, or use information of this
nature. We have listed a series of critical factors to help programs

successfully use performance data. (See also Appendix C)

e Theindicators chosen must be linked to program
goals and useful for quality assurance and
Improvement activities.

e Collection of performance data must be built into
operational practice.

e Aninformation processing system that allows data
to be analyzed is essential.

e Dataneedsto be constructively used to improve
the program.

e Individualsinvolved in the collection of
performance data should see the results of the data
collection effort and be kept informed about how
thisinformation is being used by the program to
improve.

It isimportant to mention that performance indicators are
just that, an indication, rather than a summative measure of

program outcomes. These data need to be analyzed in the context



of the program. For example, when examining data on how long it
took to approve a purchasing plan one program found that on
average it took 90 days while their goal was to accomplish thisin
45 days. The next step could be to examine the records of
consumers who took longer than expected to file their purchasing
plan, maybe those over 60 days. Analysis might reveal that some
consumers took an excessively long time because they could not
decide whether they wanted to participate — if so this delay may be
unrelated to program performance. In thisinstance, when these
individuals were removed the average dropped close to the
targeted goal. On the other hand, data may indicate that there are a
large number of people over the target rate and that the problem
involves the process. For example, maybe delays were caused
because the consultant function was consistently not providing
support in atimely fashion. Our point is that collecting and
analyzing these indicator data provide the first step in aquality
assessment process. These data would need to be monitored on an
ongoing basis by program staff and shared with a quality
improvement or advisory committee to ensure continued links to

the improvement process.

Agency and Record Audits - In order to assure that the

program is functioning effectively and responsibly, the host agency
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will conduct program audits with the consulting and fiscal
agencies. It isuseful to clarify the specific questions that might be
asked during such a program audit; these questions should be
derived from the functions of the agency and the purposes of the
review. While a program audit is a primary source of information
for monitoring and accountability, it can al'so be an opportunity to
look for ways to improve the services provided. In general, an
audit should involve consumers, agency administrators, agency
staff, and arecord review, and it should be seen as a collaborative
effort to assess and improve the way the program works.

A program audit of the fiscal agency will be driven by the
functions it performs for the consumer and the program. The fiscal
agencies fulfill two primary functions:. 1) fiscal intermediary tasks
performed on behalf of the employers/consumers, including
calculating, withholding, and paying taxes and issuing payroll; and
2) accounting services for consumers, including keeping track of
their expenditures and providing reports about account balances
and accrued savings. In addition, the fiscal agency is often called
upon to provide some level of reconciliation of expenditures and
purchasing plans on behalf of the program, sometimesin
conjunction with the consumer and the consultant. Examples of
guestions that might be addressed in afiscal agency program audit.

e Are expenditure and account balance reports
provided to consumers and consultants in atimely
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Tip:
Incorporate a Program
and Financial Audit

Process

Because the fiscal
intermediary functions are
relatively new, the Cash
and Counseling
demonstration devel oped
aprogram audit process to
review these areas. One of
the sites al'so added and
strongly recommends an
accounting audit of how
funds are tracked by the
intermediary.

fashion? Are they user-friendly and clear? What do
consumers and consultants have to say about how to
improve the report format, content, or schedule?

e How quickly are discrepancies between purchasing
plans and expenditures noted? How quickly and to
whom is such a discrepancy reported?

e What do consumers have to say about their
interactions with fiscal agency staff? Are their
guestions answered promptly and clearly? Are there
any improvements that could be made to the
“customer service” provided by the fiscal agency?

e Are cost reports, invoices, timesheets, payroll, and
tax records maintained efficiently and effectively?
Are these reports provided to the host agency in a
timely fashion?

e Arethere any persistent problems with processing
of employment paperwork, time sheets, or payroll?

Questions about whether consumer expenditures matched
the purchasing plans were seen as particularly important at the
inception of the demonstration. Because virtually al consumers
used the fiscal intermediary and this entity only approved
expenditures that matched the purchasing plans, this concern was
not a problem in the C& C demonstration.

Similarly, the range of functions provided by consultant
agencies will shape the questions addressed in a program audit.
The consultant agency tasks include help in developing purchasing

plans, assistance with back-up plans and with employment-related

paperwork, and training for the role of employer. Some examples
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Case Example:

How an Audit Led to
Improved Services

A good example of the
way in which a program
audit was used to improve
services was provided by
one of the Cash and
Counseling programs. A
record review of
purchasing plans revealed
that there was a great deal
of similarity among the
plans, even when
consumer circumstances
were very different.
Conversations with
consultants about this
similarity revealed that
they were having some
difficulty letting the
consumers be flexible and
in charge of the design of
their purchasing plans.
They felt aresponsibility
for the outcomes—a
worry about liability. A
retraining strategy was
immediately devel oped,
and the problem was
corrected.

of questions that might be addressed in a consulting agency

program audit:

How well do the training materials and strategies
work to convey necessary information to
consumers? Are there any improvements that could
be made in what information is conveyed, or in how
and when it is conveyed?

How often do consultants contact consumers? What
determines the frequency and nature of contact? Are
consumers satisfied with the frequency and the
quality of the contact with consultants?

Are monitoring visits and calls to consumers
documented appropriately? Are consumer files
complete?

Do purchasing plans meet the needs of the
consumer in away that reflects the flexibility and
consumer-centered philosophy of the program? Are
there differences among the plans that reflect this
flexibility and variability in consumer preferences
and needs?

In what ways and how quickly, do consultants help
consumers solve problems with workers or with
purchasing plans?

What is the average length of time it takes for
consumers and employees to get through the
paperwork necessary to begin self-directed
services? Is there any way that the process could be
streamlined?

Independent Review of Consumer's - Although a common

element of long-term care quality effortsin both home care and

nursing homes has been an independent assessment of consumers,

such an approach in consumer-directed programs presents an
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interesting dilemma. Because consumer-directed programs are
designed to maximize consumer choice and autonomy, how can a
review process be designed that both respects the consumer, and
provides the program with the needed oversight? What are the
individual and program safeguards that need to be monitored?
How do consumers feel about the monitoring process? And are
there ways that a program can minimize any perceived negative
effects on consumers?

With public dollars involved there are some basic questions
that this review needs to address. For example: Do consumers
continue to meet the necessary eligibility criteria? Have the right
amount of funds been allocated to the consumer? |'s the consumer
able to develop a purchasing plan that meets their needs? Isthe
consumer as safe as they fedl they need to be?

There are a number of strategies that can be used to address
guestions of this nature. An approach used in one of the Cash and
Counseling sites was to have independent nurses complete an
assessment of the consumer. During aregularly scheduled review,
nurses employed by a separate program assessed the consumers
condition and made a determination about whether the level of service
and therefore the amount of dollars allocated should be modified.
Nurses also provided a basic health and safety review.

The advantage of this approach was that the program was

able to collect independent evidence indicating that funds were
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Keep in Mind:

Usethe Collected Data
for Quality

I mprovement

The optimum approach
depends on the program
circumstances. For
example, the number of
consumers served, the
dollar amount of the
purchasing plan, the
intensity of the consultant
role are factors that would
influence program
strategies. Regardless of
the approach used, what is
most important is that the
data collected are
integrated into the quality
improvement system. Do
any patterns emerge for
those consumers
reviewed? Are there
improvements that can be
made in response to the
areas identified in the
review? These are the
types of questions that the
program needs to examine
after the data are
analyzed.

being allocated appropriately and that consumers were safe; two
areas of political concern prior to the inception of the program. The
down-side to this approach was that this monitoring effort was not
well integrated into the program’ s quality efforts. The nurses
worked in adifferent unit, and thus there was minimal
communication and contact between the program and the nurse
reviewers. Program staff also felt that in some instances the
independent reviewers did not know enough about the program
and exhibited some biases favoring a more protective model of
service. While the program gained information that was useful
from a political perspective, findings were not integrated into
quality efforts.

Because the independent review was done in place of the
Medicaid eligibility re-determination process, it was completed for
all consumers. A variant of this model would be to collect
information on a sample of consumers. The sample could be
selected at random or could be a combination of part random, part
based on specific problem areas. For example, one of the C&C
sites sent a nurse reviewer into the home in response to a complaint
or a concern expressed about the consumer’s condition or
environmental circumstances. The random sampling strategy has
an advantage of allowing a program to gain an accurate portrait of

program participants in a much more cost-effective manner.
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Quality Improvement Strategies

Blueprint and Stepsfor Quality

Planning Phase Strategies

Consumer Support Strategies

Monitoring Strategies

Quality Improvement Strategies

Appendix A: Quality Materials

Appendix B: FormsUsed in
C& C Program

In this section we provide recommended
improvement strategies that can be used by
programs.

To succeed it iscritical that programs have a
commitment to gaining input from consumers
and using such information to improve the
quality of services being delivered.

Appendix C: Resource
Materials
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Keep in Mind:

The Value and Uses of
Outcome Data

The strategy described in
this guide is based on a
recognition that outcome
data are integral to
assessing and improving
program quality. This
means that in addition to
identifying which
outcomes are important,
programs need to think
about how to use outcome
data generated. If
information being
collected does not
contribute to quality
improvement or
regulatory requirements
then it should not be part
of the system.

Developing and Using Quality | mprovement Strategies

Despite considerable discussion about the need to shift our
quality focus from quality assurance to improvement, most of the
strategies, even within the home care arena, have focused on
inspecting structural components of a program or service. The shift
to a quality improvement model requires some important changes
in how organizations and regulators make decisions. Two
principles provide the basis for the improvement perspective. First,
organizations must involve consumers, and second, information
needs to be systematically used in decision-making. To achieve
quality, an organization must use operational and outcomes data to
modify and improve the program.

In this guide, program outcomes have been classified into
three categories: quality of life, quality of the services, and quality
of the system. Specific measures to assess whether the program has
achieved positive outcomes in these areas are discussed throughout
the guide. For example, in this section we present a personal
outcomes measure and strategy that is designed to collect
systematic information from consumers on quality of life and
services. In the program monitoring section, data about how
quickly a consumer can be enrolled and the length of time to
receive the cash benefit contributes to an assessment of the quality

of the system. Data from the independent review of consumers and
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from the agency audits contribute to outcomes of safety, cost and
financial integrity.

A critical principle for improving and assuring quality in
consumer-directed programs involves creating an effective
mechanism for hearing the voice of the consumer. Because
consumers in need of long-term care assistance experience
physical frailty or cognitive impairment there has been an
assumption that these individuals are unable or do not wish to
exercise control over the help they receive. Nursing homes and
even home care agencies have been consistently criticized for not
creating opportunities for consumers to provide feedback and to
provide direction about the assistance received. Given the very
nature of consumer-directed services, placing the consumer at the
heart of the quality improvement process is essential. This first
section presents a description of approaches used to hear directly
from consumers when assessing program performance. Whether it
is a review of the intake process, or an assessment of the
performance of the consultant, or the fiscal intermediary, a
program needs to have an effective strategy for getting feedback

from consumers.

Personalized Outcomes - Interest in the personalized

outcomes approach begins from the premise that consumers hold
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differing views on what constitutes quality, and therefore an
assessment of program quality must examine what is most
important to each consumer. Although identifying personal
outcomes begins with measuring outcomes, the ability to aggregate
measures of individual outcomes into system-level measures of
performance will provide critical information for quality
improvement. Measuring personalized outcomes was initially
pioneered in the field of developmental disabilities. The approach
was developed as part of an in-depth home visit with the consumer
and was designed to gain a thorough appreciation of the
consumer’s life circumstances and desired program outcomes. The
purpose of the interview was to understand whether the consumer's
quality of life--as defined by them--was being addressed and
enhanced by services and providers. The interviewer spent a
considerable amount of time with the individual to first understand
how the consumer defined their desired outcomes, and then to
assess whether the identified outcomes had been attained. Quite
simply, personalized outcomes provide a tool to measure the
ability of an organization to respond to the needs of individuals.
Our plan for collecting personal outcomes data is to
incorporate a question about the consumer’s goals into the
development of the purchasing plan. Then during purchasing plan

reviews, the consultant will ask the consumer whether the goals
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are being met. This would keep the focus of both consultant and
consumer on achieving what the consumer wants. Of course, the
consumer can also reformulate goals as they wished and as their
situations changed. Barriers to achieving goals should be
identified, and documented. The consultant should help the
consumer to address the barriers whenever possible. Barriers
should be reported to the program.

As a measure of program responsiveness, aggregate
information about personalized outcomes is desired. For this
purpose our challenge was to develop a tool that could capture
personalized outcomes, but could be administered in a standard,
quick, and easy manner. The Personal Outcomes Survey is a
structured tool that asks how well the program fits with what the
consumers really want. It operationalizes the values that
consumers defined as important to them (choice, control,
flexibility, information, respect, relationships, safety, etc.). The
Personal Outcomes Survey is included in Appendix A, pgs.1-11.

To test this approach we worked with one of the consulting
agencies in the Cash and Counseling Demonstration, linking data
collection to the already scheduled activity of 6 month home visits
or phone calls. In addition a member of the state program staff

used the Survey during monitoring home visits to consumers.
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Although consultants were used to collect data in our test,
this survey could be completed by program staff. It could survey
all consumers or a sample. Data collected would be examined at
both an individual and program level. At the individual level the
program would attempt to respond to identified needs (e.g., help
with the fiscal intermediary, help finding a back-up worker, help
with a family issue, or help securing a piece of equipment). At the
program level data would be aggregated and used by staff and/or
the quality improvement committee to enhance the program’s
performance.

Another approach, involves recruiting and using volunteers
to solicit feedback from consumers, which has been used in
programs serving individuals with developmental disabilities.
Under this strategy volunteers are recruited and trained as part of
the program’s quality improvement efforts. These volunteers
would complete home visits with consumers and their families and
could use the Personal Outcomes Survey as well. In some
programs a consumer satisfaction or personal outcomes measure is
also collected during the home visit. This approach has the
advantage of emphasizing the importance of the consumers input
and also allows the program to make individual and program

changes when problems are identified.
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Another possible strategy for gaining consumer feedback
involves using a variant of the approach used by the A.C. Neilsen
Company to record television viewing patterns of the American
public. Consumers would be selected at random and asked to be
test households. After receiving training about the approach, they
would be asked for one week of every quarter to record their
experience with the program. Although the contents of the
Personal Outcomes Survey would serve as the basis for the data
collected, other observations could be recorded as well. The focus
would be determined, how the program is working, and identifying
barriers and areas where the program needs to improve. In a test of
home care recipients we found that this approach generated
information useful for quality improvement. Although consumers
and staff would need some initial training, it is expected that only a
limited effort would be needed thereafter.

A final option would be to examine the feasibility of using
the internet to communicate with consumers. The Cash and
Counseling experience found a number of consumers to be both
familiar with and actively using the internet. This suggests that
using the internet for generating consumer feedback could be
viable for certain demographic groups. A demonstration effort
using this strategy could either start with consumers who already

have computers or have a program pay for internet access for a

77



select group of consumers. Just as in the case of a volunteer effort
mentioned above, it is expected that some initial training would be
required. Each month/quarter select personal outcome survey
questions could be sent via the internet soliciting consumer input
about the program. As with all the strategies outlined in this
section the emphasis would be on ensuring ongoing feedback from

consumers.

Quality Improvement Committee - A quality
improvement committee is a group of program stakeholders that
will have an explicit responsibility to pay attention to the issue of
quality on an ongoing basis. There are two major reasons for using
the quality improvement committee. First, because each
component of any program is complex in its own right, it is likely
that staff who are responsible for one aspect of the program would
focus solely on that component in order to get their particular jobs
done. Although a detailed focus is important for any unit, a
negative consequence is that often no one in the organization is
able to see how the various units intersect, overlap or contradict.
Having a committee of representatives from across a program,
including consumers, provides a mechanism for ensuring a broad
vision of quality. A committee focused on quality improvement is

also advantageous because it creates a group with the authority to
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continually challenge the organization to improve. In most
organizations the amount of work exceeds the staffing available. In
such an environment, stepping back to think about quality is seen
as a luxury. Programs where staff members are overwhelmed and
overburdened have a difficult time being able to reflect on how
they can improve. In our view, having a committee with a mandate
to improve will facilitate quality efforts. The quality improvement
committee will have an ongoing responsibility for reviewing
program performance data and identifying additional information
in an effort to provide suggestions for quality improvement
activities. With support from staff the committee will have
responsibility for reviewing and in some cases generating
information about program performance. The committee will guide
the organization in using data to improve services for consumers.
e Sizeand Composition: The quality committee is a
working group and as such we recommend 8-12 members.
Core members would include individuals from each of the
following groups: program staff, consumers,
counselors/consultants, representatives, caregivers, and
fiscal intermediary staff. Beyond the core members
composition is expected to vary, with programs adding
members based on their unique structures. Other
participants could include, external reviewers, outreach
staff, and independent representatives, such as community
advocates. Staff members who are asked to allocate

substantial time to committee work will need relief from
current job responsibilities.

e Work of the Committee: An effective quality
improvement committee requires a significant investment
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of time and other resources. Agreeing on the time frame for
committee activities and the expectations and
responsibilities of the group will be the initial task. We
would anticipate more frequent meetings, such as every
two weeks, during this initial phase. Staff support will be
needed to help with meeting arrangements, background
work, and in some cases for data collection and processing.
We believe that an important early task for the committee
will be to review the information that is currently collected
by the program. Additionally, we recommend that the
agency self-assessment, discussed in the following section,
be used as an initial exercise for a quality improvement
committee. It is expected that the quality improvement
committee will identify improvement efforts that are the
highest priority for the program. In some cases committee
members might plan improvements; in other cases, the
committee might provide feedback on program activities.
In all cases, an important function of the committee would
be to ensure that mechanisms exist for continuous
feedback.

Training: An initial orientation for committee members is
essential. In this session, expectations, roles and
responsibilities will be discussed and agreed upon. Program
commitment to improvement needs to be emphasized.
Ongoing needs for training and resources will be identified
as the committee begins their work.

A detailed presentation of the implementation steps is included in
Appendix A, pgs.12-15.

Program Self-Assessment - Under a quality improvement

model it is important for a program to continually assess its

approach to service delivery. To reinforce the consumer principles

identified earlier one of the strategies recommended is the use of

an agency self-assessment. In completing a self-assessment a

program is required to step back and examine whether their day-to-
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day practices are consistent with their stated goals and philosophy.
Such an approach has been developed for state assessment by a
team from the National Association of State Units on Aging
(NASUA) and the Home and Community-Based Services
Resource Network. For this guide we have adapted the state
assessment for use at the program level. Our revised assessment
tool is presented in Appendix A, pgs.16-24.

This program self-assessment is designed to provide
consumer-directed programs with an opportunity to reflect on how
program structure and policies affect consumers--how consumer-
directed the program really is. Questions focus on basics such as:
How do consumers find out about and access the program? Can
consumers determine which services to use and can they select,
hire, and dismiss their workers? Do consumers serve on an
advisory or quality improvement committee? Do consumers
receive the needed resources to maintain maximum independence?
Are consumers able to help design the monitoring activities of the
program?

One question that arises involves how to complete program
self-assessment activities. There are a range of options available,
and organizations need to identify the best match with their
specific needs and resources. One strategy involves using the

program’s quality improvement committee, or at least a sub-set of
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Summary:

This approach reinforces
our premise that
consumers will choose
quality, and as such, an
important function of
quality improvement is to
make sure consumers and
families have the
necessary tools to do that.
Program self-assessment
is a mechanism for the
program to better assess
how well they are doing
in reaching this goal. We
believe this will identify
improvement areas for the
programs to work on.

this group. The assessment serves as a particularly good vehicle
for an improvement committee to gain an in-depth understanding
of program operations and quality challenges. Under this approach
staff resources would be required to support the work, but
committee members would be active members in the assessment.

A second option is to have program staff conduct the self-
assessment and then share results with a quality improvement
committee or some other type of advisory board. If this approach is
used it would be critical to provide a mechanism to involve
consumers in the assessment process.

A third option would be to use an external reviewer to
assist with the assessment. Program staff and committee members
could be involved, but the external reviewer would lead the
process. Such an approach is a bit easier to implement because
internal staff expertise is not required, but there may be less
involvement and buy-in from program staff. Regardless of how the
assessment is done the information needs to be reviewed by a
quality improvement or advisory committee with the recognition
that this is an improvement not a punishment exercise. Consumers
need to be members of the group doing the self-assessment.

We believe that this is a good task to complete after initial
operations have begun in order to maintain the consumer focus.

For an ongoing effort such an exercise should be incorporated into
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the planning cycle. The frequency of conducting such an
assessment should be driven by how the results are used. The
rationale for working with staff and the quality improvement
committee is that weaknesses identified in the assessment can be
addressed by the program and then feed into the overall
improvement process. For a program that is mature and has
established strong mechanisms for consumer feedback, such an
effort may be less important and could be done as part of a multi-
year planning cycle. For a program still developing its processes,

such an activity might be useful every one or two years.
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CONCLUSION

We have all had the experience of receiving a quality
service or product and unfortunately in many cases the opposite
experience of having a service or product that does not meet our
quality expectations. What accounts for these differences,
particularly in programs designed to help individuals experiencing
a chronic disability? Our approach to quality in response to this
question is that quality happens through two interrelated
mechanisms—building a quality program and developing a
quality management system. To this end, this guide has focused
on building quality into the program from the first day of planning,
and assuring and improving quality through an ongoing system of
quality management. We recognize that improving quality is a
continuous process. This guide has been developed to help
programs in their goal of becoming an organization that everyone
can say—“now that is quality.” Although we believe the guide has
many useful components, ultimately the success of a consumer
directed program will be achieved because of the staff commitment

to making it work for the consumer.
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Concluding Tips:

Quality in consumer direction is built on clearly articulated
principles, implemented through purposeful structures and
strategies, assessed in multiple levels of outcomes, and assured
through a continuous feedback and improvement system with
consumers at the heart of it.

Quality is designed in from the beginning.

Program goals and consumer definitions are the basis for quality
management.

Good information is essential for consumers and for the
program.
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Appendix

Blueprint and Stepsfor Quality

Planning Phase Strategies

Consumer Support Strategies

Monitoring Strategies

Quality Improvement Strategies

Appendix A: Quality Materials Appendix A includes samples of the materials

used to assure and improve quality in the Cash
and Counseling demonstration. We have tried to
include tools and instructions in an effort to
allow programs to adopt or adapt documents as
they see fit.

Appendix B: Forms Used in C&C sites developed an array of program
C&C Program management forms that assisted in their quality

efforts. This Appendix includes examples of
their documents and the site from which they

came.
Appendix C: Resour ce Appendix C includes links to the national Cash
Materials and Counseling site, and the demonstration

evaluator. Resource materials developed by and
for the sites are included. The Appendix also
includes a link to CMS sponsored quality
initiatives.
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Appendix A

Materials Used in the Quality Project

Personal Outcomes Survey and Training Material...........cccoooveeiiiiiiiiiieiieeieeeeeee e 1-11
Quality Improvement Committee — 10 steps to implementation..............cccecvvereeerieenreenneennnen. 12-15
Program Self-aSSESSMENL ........c..iieiiiieiiie et e e e e e s bee e ssaeeesareeennaaeens 16-24

Three state Tables of Quality Program Components

Arkansas quality apProaChes ..........cccuieviieriiiiiiinie ettt 25-27
New Jersey quality approaches .........c.cecveeciierieeiieiii et 28-31
Florida quality approaches.........cocuiieciiieiiiieeiee ettt e e s 32-37
List of 15 consumer-directed programs interviewed for study background..........c..ccccceevverurennnn. 38



PERSONAL OUTCOMES
Date

Consumer [D/Name Consultant

Now that you have been in this program for a few months, we want to find out how well
it fits with what you really want.

What do you like about being in the program?

What would you change about the program?

1. When you make decisions and choices about your life, do you have the right amount
of help—not too much, not too little?

Yes, the right amount. (detail if offered)

No. What amount of help with decisions would be just right?

2. Do you have enough help to do the things that are important to you?
Yes. (detail, if offered)

No. What would you like more help with? (Is that something we should work on?)

3. Do you have as much help as you need to go out if you want to?
Yes (detail, if offered)

No. What kind of help would you need to go out? (Is that something we should work
on?)



4. If you want to, can you easily make a change in the day (or time of day) you do
things?

Yes. (detail, if offered)

No. Is that much of a problem for you?

5. How many paid workers do you have now?
What are their relationships to you?
Relative(s)
Friend(s)
Neighbor(s)
Consumer did not know before hiring
6. Did you have enough say in choosing your worker(s)?

Yes. (detail, if offered)

No. Why didn’t you have enough say?

7. Do you know who will be helping you each day?
Yes (detail, if offered)

No. Is that a problem for you?

8. Do you have enough say in what your worker does each day?
Yes. (detail, if offered)

No. Why don’t you have enough say? (Should we work on that?)



9. Is the work done the way you want it to be done?
Yes. (detail, if offered)

No What would you like to be done differently? (Should we work on that?)

10. Do you have any complaints about how you are being treated by your worker?

Yes. What don’t you like about your treatment?

No complaints. (detail, if offered)

11. Who would you tell if your worker hurt you or did something that you didn’t like?

Who What is their relationship to you?

12. Are you satisfied with the relationship you have with your worker(s)?

Yes (detail, if offered)

No. How would you like it to be different?

13. Is being able to pay your worker important to you?

Yes. (detail, if offered)

No. (detail, if offered)

14. Do you feel safe in your home?



Yes. (detail, if offered)

No. What feels unsafe? Can we do anything about that?

15. Is your home kept the way you want?

Yes. (detail, if offered)

No. What would you like done differently?

16. Are your belongings respected?

Yes. (detail, if offered)

No. Can you tell me about some of the problems? Is there anything we can do
about that?

17. Do you know what to do if you want to change something about the help you are
receiving?

Yes. (detail, if offered)

No. (Discuss what consumer can do.)

18. Do you receive the information you need from the program?



Yes (detail, if offered)

No. What information would you like?

19. Is the consultant providing more help than you need or not providing enough help?

More help than needed. Could you do more for yourself now? What would you like
to change?

Not enough help. What do you need more help with?

20. Is there anything you would like to change about the help you are getting from the
fiscal intermediary?

Yes. What would you like to change?

No (detalil, if offered)

To be completed by consultant.

1. Reason for interview

2. Number of months receiving cash benefit

3. Consumer characteristics:
a. age
b. gender
c. race/ethnicity
d. living arrangement

4. Does the consumer have a representative?  No. Yes.




5. Who responded to these questions?

6. How long did it take to complete the Personal Outcomes form?

7. Consultant comments about the interview or Personal Outcomes form.
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Part 1 - Special instructions for pre-test interviewers

We need your help to make this questionnaire as clear and user-friendly as possible. We’ve tried to write
questions that are clear, to provide space for recording the important information the consumer tells us, and
to ask questions about all of the topics that might be important for the consumer. But we’re sure that the
questionnaire can be improved. Your notes about these issues will be essential to help us make these
improvements. After you have completed these pre-test interviews, we will have conference call with all of
you about how the interview form works. Ultimately, we hope that the information learned in these
interviews, using an interview protocol revised according to your experiences, will be useful to improve an
individual consumer’s services, and to improve the program overall.

General Guidelines:

o We are asking each of you to complete eight interviews. Since we would like to find out as soon as
possible how the questionnaire works, we’d like you to try it with the first eight people you do six or
twelve month reassessments with after today’s meeting.

¢ As you complete these interviews, please follow the instructions that follow; feel free to write your
comments and questions all over the questionnaires.

e When you have completed each interview, please fax the form to Suzanne Kunkel, Scripps Gerontology
Center, 513-529-1476. In the interest of protecting your consumers’ privacy, please black out their names.
But, since we may want to refer to individual questionnaires when we have our conference call, please do

leave a consumer ID number on each survey.

e We hope to have a conference call with all of you at the end of September or early October. We’ll ask
your help in determining whether this is a reasonable time for you to have finished your interviews.

Pre-testing Guidelines:

e Make notes directly on the questionnaire anytime the consumer had difficulty understanding a word or
phrase. Try to write down the word or phrase you used to help the consumer understand what we meant.

¢ Be sure to take notes about the questions regarding counselor services. Were consumers reluctant to
offer suggestions or negative comments? Do you have any suggestions about how to have counselors do
these interviews AND elicit necessary information about consulting services?

e Notice whether the “Yes”/”No” responses and the follow-up questions work. Would it be easier for
interviewers or for consumers to have more response options or more structured questions? While we want
these questions to have a conversational tone, we do not want the recording of answers and issues to
become burdensome for interviewers.

¢ Note how long the interview took (there is space on the form to record this information). This will help
us know what future interviewers should tell consumers about the process.

e Make any suggestions you can think of regarding format of the questionnaire. Does the order of
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questions make sense? Do we need transition statements or explanatory paragraphs to introduce the
sections of the questionnaire?

¢ Did we cover all of the important topics? If not, what else should we include?

Thanks so much for your valuable contributions to this project!



Part 2 - Conducting Personal Outcomes Interviews - Instructions

The Personal Outcomes Questionnaire is one way to get consumer feedback on how well the program
responds to the preferences and needs of consumers. The information is intended to guide counselors’ in
assisting the consumer and to provide input into the Program’s quality improvement process.

The following instructions will ensure that all interviewers are using the questionnaire to conduct
interviews in the same way. This will allow confidence in the results when the information is aggregated
and analyzed.

1.

Who should you interview?

The first choice is to interview the consumer if possible.

If interviewing the representative, the consumer should be present to hear and contribute.

If the issue is language, the representative (or other) should translate the questions so the consumer
can answer.

If the consumer is unable to understand, then interviewing the representative alone is fine.

If possible interview without the worker present, but since most workers are family members, their
presence shouldn’t present a serious issue.

Before starting, remind them that their participation and their honesty will not affect the level or
quality of care they receive.

General points:

a. Follow instructions carefully

b. Read the questions just as they are written, and in the order in which they appear.

c. Circle the answer given. Use the follow-up question to get more information about a
problem so you can assist the person to address it.

d. If the answer doesn’t represent a problem, but the person offers more detail that a simple
“yes” or “no,” record the detail in the space provided.

e. Always ask all of the questions.

Don't attempt to influence responses in any way. The truth is all that really counts - what the
person really thinks or feels about the subject.

Don't record a "don't know' answer too quickly. People say, 'l don't know” when stalling for time to
arrange their thoughts. The phrase merely may be an introduction to a meaningful comment, so give
the participant a little time to think.

When straight “Yes” and “No” answers are accompanied by qualifications such as “Yes, if...” or
“Yes, but not...” record the comments. These responses may reveal something important about the
question that was not anticipated.

Record any comments or remarks just as they are given. The exact words people use to describe

their feelings are important, so include the consumer’s language, rather than summarize the
comments in your own words.
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8. If a consumer does not give an adequate response to a question, or if he seems to misunderstand the
question then you should repeat the question with the prefacing remarks, “Let me read that question
again.” If your consumer still does not give an adequate response, reword the part that is giving
them trouble. It is very important that you be careful not to put an answer in their mouth, or to
suggest a 'correct" answer.

9. Get all the information you are asked to get. That means, ask every question and record every
answer - in the correct place. A questionnaire with serious omissions or errors isn’t very useful.
Therefore, check over the questionnaire at the end of each interview. Say, “Now, let's see if we've
got everything,” to allow you to look over each statement to see that it is answered and the answer
recorded correctly.
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QUALITY IMPROVEMENT COMMITTEE
Role and Purpose

An effective quality improvement committee fulfills for the program significant functions that are not
easily handled in any other way. With responsibility and authority for centralized oversight of quality
management, the committee will have the advantage of the broadest and the most singularly focused view
of quality within the organization. Because programs are so complex, multi-faceted, and often understaffed,
it is reasonable for each unit or component to focus on its own work, without time or opportunity to see
how their work intersects with, and affects, the work of other units. While quality is a concern of every unit
and every staff person, time taken away from the provision or administration of services in order to
systematically reflect on improvement is often a luxury. The quality committee provides a way for all
quality management activities to be designed, conducted, and used as part of an integrated system of
feedback and improvement.

The quality improvement committee will have ongoing responsibility for providing feedback and
suggesting improvements to the program. With support from staff, the group will have responsibility for
reviewing, and in some cases generating, information about program performance. The committee will be
involved in helping the organization use data to improve services, the system, and the quality of life of
consumers. The committee can help the program stay focused on the consumer-centered principles of
quality.

Size and Composition

The quality committee is a working group and so should have enough members to share the work but
should not be so large that it is cumbersome. We recommend an optimum size of ten members. Core
members would include:

state program staff,
consumers,
counselors/consultants,
representatives/caregivers, and
fiscal intermediary staff.

Composition is expected to vary across sites, with programs adding members based on their unique
structures. Other possible members could include nurse reviewers, enrollment staff, and independent
representatives, such as community advocates. Staff members who are asked to allocate substantial time to
committee work will need assistance with current job responsibilities.

Work of the Committee
An effective quality improvement committee requires a significant investment of time and other
resources such as technical support for data processing and analysis. Scope of responsibility and authority,

specific tasks to be completed, and time frame need to be established at the outset. Staff support will be
needed to help with meeting arrangements, background work, and possibly data collection and processing.

An important early task for the committee will be to review information collected as part of the agency
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self-assessment on consumer direction. Based on this and other work, the quality improvement committee
can identify which improvement efforts are the highest priority for the program. In some cases committee
members might work on planned improvements; in other cases, the committee would provide feedback on
planned activities. In all cases, an important function of the committee would be to ensure that mechanisms
exist for continuous feedback.

Training

An initial orientation for committee members is essential to discuss and agree upon expectations, roles
and responsibilities. Program commitment to improvement needs to be emphasized. Ongoing needs for
training and resources will be identified as the committee begins their work.

STEPSFOR THE DEVELOPMENT OF QUALITY IMPROVEMENT
COMMITTEE

Step 1. Agreeon role and responsibility of committee.

A. The detailed implementation steps that follow contain our proposal for how the committee would
operate. But it is essential that we have a shared vision with the state program staff concerning the
role and responsibilities of the quality improvement committee. This could be a task to complete
by conference call as part of the site visit set up.

B.  Write up description of scope of effort. This activity would be completed through a joint working
session of the state program staff and the Scripps team prior to the site visit.

Step 2. Identify quality committee composition and invite members.

Choose members to ensure that the committee represents the points of view of the major stakeholders
of the program. Potential members:
state program staff
consumers
representatives
consultant
fiscal intermediary
consumer advocacy group
others to be identified by program
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Step 3. Identify staff and other resourcesfor committee use.

After agreeing on committee scope and membership, it is important for program staff to examine the
necessary resources required to support the committee. This will include identifying staff responsibilities
and additional supports that may be required. Scripps researchers will work with program staff to develop
resource estimates.

Steps 4-10 will be completed by the committee
Step 4. Develop a common vision of quality in the state program

A. Develop a common understanding of how program works.
Receive overview of program operations and structure.
Review program policies and consumer and consultant brochures and training
materials.
Receive input from committee members involved in program operations.
Receive information about state and federal laws and regulations that effect
quality.

B. Develop a common understanding about quality in the state program.
Provide background materials about quality in long-term care and consumer
directed care.

C. Review and discuss the Blueprint for Quality in Consumer Directed Care.

D. Discuss some of the challenges faced in examining quality in consumer directed care

(different stakeholder views and emphasis).

Step 5. Complete Self-Assessment of Consumer -Dir ectedness of Program.

A. Review the Consumer-Direction Tool with committee members.
B.  Decide on approach for how committee will complete the self-assessment:
appoint sub-committee to complete assessment, or
assessment completed by state program staff, or
complete by full committee.
C. Agree on completion strategy and identify specific steps for self-assessment to be completed.

Step 6. Review of Consumer-Direction Tool (Self-Assessment Document)

A. Committee reviews finding from self-assessment. Examine self-assessment in the context of
committee’s vision of quality.

B. Review detailed questions in areas where improvement activities may be warranted.
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Step 7. Develop an initial list of areasfor improvements based on self-assessment.

A.

List areas of improvement:
Include details of areas of concerns and examples of problems.
Identify areas that may require additional information.
Assess committee agreement on nature and extent of problem.

Step 8. Identify Other Sources of Data for Assessing Program Quality.

A.

B.

D.

Systematically examine sources of quality data received by program.
Examine data from quality areas where available.

Conduct additional analysis where necessary. (Personalized outcome consumer satisfaction
measures)

Identify potential list of quality problems based on review of existing data. Combine with list of
problem areas identified in the self-assessment.

Step 9. Refine and Prioritize Areas of | mprovement.

A.

Committee prioritizes areas for improvement. Examine the importance of the
improvement area, likelihood of success in being able to improve, and cost of
improvement activity.

Based on these criteria, committee selects specific improvement projects and develops a timeline
for efforts.

Committee will develop plan for how improvement efforts will be implemented.
Could be done with a sub-committee from overall group, could include other individuals, or a
combination.

Step 10. Develop ongoing quality improvement plan.

A.

B.

Assess the quality activities currently underway.

Make judgments about the importance of activities, including data collection efforts and
improvement actions.

What are the barriers to improving the quality of the program?

Are there changes that need to be made to the approach?

VI1.2. Does the program periodically (e.g. every quarter, semi-annually) solicit input from consumers (in
writing, by telephone or visit) regarding the quality of the services they receive?

VI-1.3. Are consumers asked specific questions about program quality, such as:

a. are you satisfied with the services you receive?
b. are you receiving the services you want and need?
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are services provided in a manner that responds to your preferences regarding how things
should be done?

. have you had any problems and/or made any complaints about your services and/or

provider?
were problems (including any emergencies that have occurred)handled satisfactorily?
do you have suggestions for improving the quality of the services you receive?

. do you have ideas for improving the quality of home and community based services?
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PROGRAM SELF-ASSESSMENT

One way that consumer-directed programs can put the blueprint into action is to monitor and improve
the extent to which consumer-centered principles are at the heart of their operations. The National
Association of State Units on Aging (NASUA) and the Home and Community-Based Services Resource
Network have developed a self-assessment tool for consumer-directed programs. We have modified their
state level assessment to be used at the program or agency level. The process begins with an objective
assessment of the program in relation to an “ideal” consumer-directed program. The findings of the
assessment can be used to develop and prioritize goals for improving the consumer focus of the program. In
addition to the NASUA tool, which follows, we will provide some supplemental diagnostic questions to
help programs pinpoint problem areas and develop quality improvement strategies to address those

problems.
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DRAFT Consumer Directed Program Self-Assessment Tool*

Rating Scale: 1=Wehaven't begun to work on thisyet.
2 =We'remaking progress but have lotsmoreto do.
3=We'realmost there.
4 =We arerecommending our program to others.

A. Opportunity

Do individuals have opportunitiesto participate in the community in ways that
are meaningful to them?

1. The program is publicized so that individuals know what is available and how to
apply.

2. Services may be provided in locations chosen by the consumer. (workplace, home of
other)

3. The application process is easy to complete.

4. Eligibility rules are based on everyday needs and support consumers who need help
to live in the community.

5. Approved hours or budgets for services are sufficient to meet the person’s needs and
choices in the community.

6. Consumers can pay adequate wages to their direct care workers so they have the
opportunity to recruit a qualified workforce.

7. Individuals can choose a consumer directed option.

8. Individuals can choose to use a representative of their choice to help with decisions
and managing services

9. Individuals can select, manage and dismiss workers.

10. Information on consumer directed options is available,
it is clear,
it is complete,

and it is available in alternative formats.

11. Service standards reflect consumer direction principles. (For example, doctors and
nurses don’t approve personal assistance.)
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Comments on oppor tunity:

B. Meaningful Participation

Do individuals with disabilities participatein decisions affecting their lives? Are
they consulted about changesin policies?

1. The program involve(s) consumers in decisions about coordination services.

2. Consumers, family members and advocates help design, develop, operate, and
evaluate the program.

They are on advisory groups and give feedback through consumer surveys and other
means.

Consumers are an integral part of the program’s quality improvement system.

3. Consumers can resolve problems promptly.

4. Consumers can make formal complaints and receive assistance from an advocate to
file appeals, negotiate disputes, and voice concerns.

5. Consumers determine their own goals and objectives.

6. Consumers choose the amount and types of services.

7. Consumers decide whether to work with a service coordinator and how much
assistance they need.

8. Consumers select their service coordinator and decide whether to use a family
member to arrange and coordinate supports.

9. The program has principles and objectives that clearly reflect consumer direction
and choice.

10. Consumers have input into the outcomes measured by the program. At least some
of these are personalized outcomes.

11. Consumers direct the decisions that affect their lives.

12. The program builds support for consumer direction with other state agencies,
legislators, providers, families, advocates, and potential consumers.

Comments on meaningful participation:

C. Independence
Areindividuals able to make decisions affecting their livesin the community?
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1. Outreach for the program includes unbiased, one-on-one assistance to help
consumers choose options that suit their preferences and needs.

2. The program educates consumers about how to make sure services meet their
expectations.

3. Consumers may choose from a full range of services to meet their needs. Options
include personal assistance, homemaker services, chore help, home-delivered meals,
transportation, home health, rehabilitation services, adult day health, day treatment,
and support at school or work.

4. Program requirements accommodate consumers’ preferences and needs. Schedules
are flexible so that consumers can have their needs met outside regular business
hours.

5. Consumers may choose services, workers, schedules, and tasks to be done, even
when they don’t choose full direction.

6. Consumers can choose to manage their program funds themselves.

7. Consumers may use program funds to hire family members to provide services and
supports.

8. Consumers may use program funds to purchase appliances, assistive devices, or
home modifications to meet their needs.

9. All staff working with consumers receive training on consumer direction. Service
coordinators, eligibility workers, providers, evaluators, and other workers receive
this training.

10. Consumers who choose consumer directed services can receive help with handling
their responsibilities if they want it. (For example, they can receive a list of
available attendants and back-up assistance when workers don’t come to work.)

11. Consumers can receive help with fiscal tasks (payroll, withholding taxes) involved
in managing their own funds.

12. All consumers receive training to manage their budgets, services, and workers.
Consumers have access to training opportunities for their workers and
representatives. Consumers have opportunities for peer support.

D. Financial Security and Other Safeguards

Do programs assur e that participants have enough money to support themselves?
Are participantsableto feel securein the community?

1. Individuals who apply to the program learn about other services that they are eligible
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for, including assistance with housing, food, transportation, and fuel costs.

2. The program coordinate (s) with educational opportunities that consumers choose to
participate in.

3. Consumers who must pay for part of their care are able to keep enough income for
an adequate lifestyle in the community.

4. Monitoring systems make sure that available supports are responsive to the needs
and preferences of consumers.

5. Consumers help design and implement monitoring systems.

Commentson Financial Security:

Overall Commentson Priorities:

' Adopted from the NASUA/HCBS State Consumer Directed Self-Assessment Tool.
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Appendix

This appendix provides additional detail that may be used to follow-up the referenced questions in the
Consumer-Direction Tool (CDT). These more detailed questions are extracted from the original longer
version of the Consumer-Direction Tool titled “Consumer Direction in HCBS: An Assessment Guide for
States.” The original numbering of their questions has been maintained so they may be cross-referenced to
the longer form if desired.

Follow-up to A.1 of the CDT.

II-5.15. Is information and training regarding the program routinely given to programs/agencies that
provide information/assistance or services to older persons, such as the following:

a. ombudsman and other advocacy programs?

b. information and referral/assistance providers?

c. health insurance counselors?

d. legal services providers?

e. senior centers, nutrition sites?

f. aging services providers?

g. health care providers, such as physicians, clinics, hospitals, HMOs?

h. long term care providers, such as home health agencies, nursing homes?

1. assisted living, other housing or residential providers?

j. community organizations that serve older persons and/or persons with disabilities?
k. churches, synagogues?

. home and community based services providers?

m. agencies/staff that determine eligibility for Medicaid, other public benefits?

Follow-up to A.8 of the CDT.

II-1.2. Are all consumers who inquire about the program routinely given oral and written information:

a. about opportunities for consumers to direct their care/control decisions about services?
b. which fully describes available consumer-directed options, including resources and support for
consumers who choose such services?
c. which specifies payment options, eligibility criteria, the application process and appeal
rights?

II-1.4. Do written materials contain questions, checklists, comparison charts or similar tools which support
individual decision-making about services?

II-1.5. Do written materials that describe consumer-directed services address typical concerns and
questions of older persons and their caregivers regarding services?

I1-3.8. Is information on the program available in different languages, formats and modes of
communication including:

a. large-print written material?

b. publications in Braille?
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. audio tapes?

. video tapes?

. sign-language interpreters?
TTY access?

. written materials and/or interpreters available in languages for non-English speaking
consumers?

gQ o oo

IV-5.14. Are consumers given written information which describes their rights and choices?

Follow-up to B.2 of the CDT.

[-2.5. Do consumers sit on advisory committees, task forces, and governing bodies that oversee or advise
the program.

VI-4.14. Is consumer input actively sought in efforts to evaluate quality by:

a. inviting consumers to serve on committees/task forces that develop or revise service

standards?

b. soliciting consumer input when the program proposes to make changes in service
standards?

c. inviting consumers to help develop or modify the process currently used to oversee service
quality?

[-2.7. Is input from consumers obtained via consumer satisfaction surveys, complaints and other formal and
informal means, used to identify needed changes in the program.

Follow-up to B.4 of the CDT.

VI-3.11. Does the program have in place an internal process for responding to consumers’ complaints?

VI-3.12. Are consumers given written information describing steps to take to get complaints resolved,
including whom to contact to report a complaint and how to file an appeal?

VI-3.13. Do consumers have access to an objective third party, such as an ombudsman, to respond to
complaints and concerns about their services and/or workers?

Follow-up to C.9 of the CDT.

V-3.14. Are consumers offered assistance with locating qualified non-agency providers?

VI-2.8. Does the program (via a registry of independent providers or other mechanism) provide consumers
who direct their own services with information to aid their hiring decisions, including:
a. the results of criminal background and abuse registry checks?
b. employment history (e.g. previous employer, length of employment, reason for leaving, etc.)
c. a list of questions consumers should ask before hiring a worker?
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d. other relevant information?

V-3.15. For consumers who hire their own workers, is back-up assistance made available when the
consumer’s worker does not report to work?

V-3.16. Are consumers who use consumer-directed options offered assistance with required
paperwork/record keeping?

Follow-up to C.10 of the CDT.

VI-2.9. Are consumers who choose consumer-direction offered written information and training that
includes specific guidance on:

a. the quality standards for the services they receive?
how to address problems with their worker or dissatisfaction with their services?

c. how to supervise their worker, including communicating their preferences regarding how
tasks should be done?

d. what to do when the worker doesn’t show up?

e. how to hire, fire and supervise workers?

f. how to complete required paperwork?

Follow-up to D.2 of the CDT.
III-3.16. Has a process been established for handing emergency needs, such as:
a. expediting eligibility determinations?

b. providing shirt-term services while eligibility is being established?

Follow-up to D.7 of the CDT.

IV-7.22. Are service plan reviews done to determine whether the plan is customized to fit the consumer’s
preferences and choices?

VI-1.1 Does the program include the following measures of service quality:

a. services respond to the individual consumer’s preferences and needs?
b. consumers are satisfied with:

1. the amount and type of services they receive?

2. the way in which tasks are performed?

3. their worker?

4. the response they receive when problems occur?

VI-1.2. Does the program periodically (e.g. every quarter, semi-annually) solicit input from consumers (in
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writing, by telephone or visit) regarding the quality of the services they receive?

VI-1.3. Are consumers asked specific questions about program quality, such as:

o

janr)

are you satisfied with the services you receive?

are you receiving the services you want and need?

are services provided in a manner that responds to your preferences regarding how things
should be done?

have you had any problems and/or made any complaints about your services and/or
provider?

were problems (including any emergencies that any have occurred) handled satisfactorily?
do you have suggestions for improving the quality of the services you receive?

do you have ideas for improving the quality of home and community based services?
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Current Status of Quality Management Components March 2002

Component

Arkansas

1. Perfor mance
standardsin contracts

Yes

a. Consultants

Contact new consumer within 2 days, home visit within 10 days.
Develop cash plan within 45 days.
Monitoring contact every month during the first 6 months, as needed
thereafter..
Contacted at least quarterly to monitor the back-up plan
Document misuse of cash allowance, report to state department
within 2 days, develop CAP
Communicate with state department

Self-direction dates

Reassessment/changes in allowance

Quarterly reports ( from agency)

Problems, significant occurrences

b. Fiscal intermediary

— many, see RFP (Appendix B)

Sanctions

Yes

Agency submits acceptable Corrective Action Plan to state office.
Payments may be delayed or reduced or withheld.

Contract may be terminated

2. Agency audits

Yes. Combined audit of counseling and fiscal intermediary functions.

a. Counseling function

Yes

Method, frequency

Quarterly visit by state staff to identify compliance with performance
standards. Includes review sample of records. Talk with consumer/
rep/ caregiver to check accuracy.

Feedback process

Report and feedback meeting in which they discuss report and what
corrective actions will be taken. State has regular meetings with
agencies.

b. Fiscal intermediary

Yes

Method frequency Quarterly visit by state staff to identify compliance with performance
standards.
Feedback process Report and feedback meeting in which they discuss report and what

corrective actions will be taken

3. Casel Chart reviews

Yes

Method/frequency

As part of agency audits.
Also as needed in response to a problem.

Feedback process

4. Periodic reports
from agencies

Yes

a. type/freq

Summary Activity Report, quarterly

Includes the number of assessments performed each month, the
number of monitoring contacts performed (identified by phone,
person or other), the number of initial contacts performed, the
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number of new enrollees, the number of active participants, the
number of participants disenrolled and a summary of the uses of the
cash by dollar amount, by number of participants using the identified
accounting codes, and instances of misuse of funds, abuse or neglect.

Review process

Quarterly by state staff

5. Data system Yes, state program office did all data entry, updating MIS. All
reports reviewed weekly in state office. Sent info to Medicaid and
C/fi as necessary.
a. report People over 45 days without cash — not done currently because they

have changed reimbursement method. Now pay a flat rate for
developing CMP, then a monthly rate once on cash.

Review process

b. report

Disenrollments, nursing home admissions, deaths, hospitalizations

Review process

Weekly. Letter to consumer to request refund if in hosp over 6 days.
Close out people no longer Medicaid eligible.

c. report

Reassessments and dates.

Review process

Weekly. Can send reminders to agency if necessary.

d. report Monitor cost
Review process Quarterly
e. report Do queries and studies to answer specific questions.
Review process Ongoing
6. Outcomemeasures- | Yes

impact of system

List/sources HCFA 64 from Medicaid. Lists expenditures for services.
Evaluator will do claims from both Medicaid and Medicare and other
outcomes
7. Consumer Yes.

satisfaction survey

Freq

Quarterly, mail survey sent to random sample of 25%. (later quarters
won’t duplicate, so everyone should get once a year.) Pat developed
for this project. First one sent out but not all back yet.

Review process

Nurse review. Follows-up on problems

8. Counselor /FI survey

No

Freq

Review process

9. Quality improvement
committee

None for state office.

Composition

Freg/task

10. Toll free number

Yes
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for concerns, problems

Type

For interested persons and problems not resolved at agency level.
Documented with note, including resolution, in consumer’s file in
state office.

Also agencies are supposed to keep a complaint log.

There is no place that all complaints are collected and can be
reviewed together.

Review and feedback

If necessary a member of state staff will visit consumer.

11. Review of CMPs

Not at state level

Type

Reviews unusual requests or problems

12. Report to consumer
from FlI

Yes. Developed by each fiscal intermediary.

Type/freq Monthly.

Review Counselors receive copy, as well as consumer.
13. Grievance Have formal state appeal process. Process used multiple times and
committee worked each time.

Type/freq

Tasks

14. Ongoing training or
TA to counselors

Yes

Type/ freq Periodically (annually)
15. Consumer No — training manual to be pilot tested spring 04
Handbook
Type
16. Nursing Nursing visit is available as needed to investigate report of problems.
r eassessment Not considered a reassessment. AR doesn’t require a nurse to do
assessments and reassessments.
Type/ Freq If requested by state to investigate reported problems
Review Counselor and state office
17. Other And as a result, a review will be done twice a year on a 20% sample.

Accountants review of
handling of consumer
money.

Done recently, but won’t be frequent. Same is done for people in
nursing homes. Reviewers don’t know anything about fiscal
intermediary, just looking at accounting for consumers’ money.

Peer review

Have this in other state programs but not here (yet.) Review of case
records.

Back-up plans

Currently a priority to improve and document back-up plans.
Because of CMS interest.
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CURRENT STATUSOF QUALITY MANAGEMENT COMPONENTS

March 2002

Component

New Jersey

1. Performance
standardsin contracts

Yes

List

Fiscal intermediary B many

Consultants B contact new consumer within 48 hours. Develop
cash plan within 90 days. Do monitoring visit every 3 months and
submit report (state form.) Keep track of hours spent per consumer.
(Agencies send invoices to state office.)

Sanctions

None

2. Agency audits

Fiscal intermediary
None for counseling agencies. Would like to do this yearly.

Method frequency

Yearly. Site visit by outside consultant.

Feedback process

Report and feedback meeting in which they discuss report and what
corrective actions will be taken. Before next audit, there is a
review of this material.

3. Case/ Chart reviews None
Method/frequency
Feedback process

4. Periodic reportsfrom Yes

agencies

a. type/freq

Quarterly visit report- submitted by consultant after consumer is
visited.

Review process

Read in state office, but not aggregated or analyzed.
Plan to have Quality Committee look at this.

b. type/freq

Review process
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5. Data system

Yes. Have developed reports from the data system. The only one
that comes from somewhere else is the HCFA 64. (described under
outcome measures. )

a. report

Done once per month, people enrolled but with no cash start date.

Review process

Given to state staff who reviews and calls consultants when
approaching 90 days.

b. report

Need for nursing reassessment.. Query identifies anyone
approaching 6 months since last assessment.

Review process

?

c. report

List of all enrollees.

Review process

d. report

Marketing and enrollment report for fiscal intermediary. As
needed, queries data system for particular county to identify all
eligible people who have never received a home visit to explain the
program.

Review process

e. report

New case batch file. Weekly generate list of all new referrals to
program. (From data forms sent in by home health agencies at
assessment or reassessment.) this list is used to develop a mailing
list and send brochures to everyone.

Review process

f. report

Unisys transmittal report. Done monthly. Lists all participants that
are supposed to be on cash for the next month. Fiscal intermediary
uses it to apply to Medicaid to get the money for each consumer.
Medicaid uses it to put an edit in the system that stops payment to
other personal care providers.

Review process

6. Outcome measur es-
impact of system

Limited

List/source

HCFA 64 from Medicaid. Lists expenditures for services.

7. Consumer survey

Frequency

Will be quarterly. Will select 100 consumers from the data base
each time. Do using phone calls and ATT language line as needed.
The nurse, and other members of staff will do them.
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8. Consultant/FI survey

No

Frequency

Review process

9. Quality improvement
committee

Yes. There is a QI Committee.

Composition

14 members:

chaired by nurse consultant

state staff attendees

Consumers

Consultants

Fiscal intermediary

Representatives of the Home Health Alliance

Carolyn says they have more consumers wanting to be on the
committee than they can accommodate. This resulted from the
focus groups (Scripps) and people’s exchanging email addresses.

Frequency/task

Have done some work by phone.
Have drafted consumer survey

10. Complaint log

Yes. One at fiscal intermediary and one by state staff

Type

Both kept long-hand in a book.
At last audit, recommended that fiscal intermediary log be
automated and add documentation of outcomes.

Review and feedback

Fiscal intermediary log reviewed during audit.

11. Review of CMPs

Yes

Type

State office currently reviews and approves each one. Also each
change.

12. Report to consumer

Yes. Called monthly Variance Report

Type/frequency Reports expenditures and remaining balance. Sent to consumer and
state office quarterly.
Review State does not review unless a question arises. Both consumers and

state staff call fiscal intermediary if they want to know the actual
balance.
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13. Grievance committee

In the works

Type/frequency Fiscal intermediary is supposed to be starting a grievance
committee composed mainly of consumers. State has referred
consumers to be on it.

Tasks ?

14. TA callsto Yes. Done by state staff member
consultants

Type/ frequency Monthly

15. Consumer Handbook

Yes. In printing now.

Type

Describes who to contact for what. Gives numbers. (Does not do
things like train consumer how to complete forms, hire or evaluate

someone.)
16. Nursing Yes
r eassessment
Type/ Frequency By Medicaid nurse, Every 6 months or as requested. Is seen as
independent review of consumer’s condition. Arrives at hours of
personal care needed, which is used to determine person’s budget.
Review Consultant uses to adjust cash plan as necessary. Seen as way to

make sure consumer is getting enough personal care but not more
than the person needs.
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Current Status of Quality Management Components

March 2002

Component

Florida — Developmental Disabilities Services (DDYS)

1. Performance standards

in contracts

Yes. With private support coordinator/consultants dept has MoAs.
(Memorandum or Agreement)

a. Consultants

Training within 15 days or notify district why not.

Monthly contact to monitor condition, review expenditures, ask
satisfaction with plan

Home visit at 2 months, and annually

Expenditure plan by 90 days

b. Fiscal intermediary

Yes - check with Department of Elder Affairs (DOEA)

Sanctions

2. Agency audits

No

a. Consulting function

Method, frequency

Feedback process

b. Fiscal intermediary

Yes — done by DOEA

Method frequency

Semi-annual visit,

Feedback process

3. Case/ Chart reviews

Yes

Method/frequency

DDS does a sample of consumer records. Sample selected by
DOEA. Records are sent in for review. There are 15 districts —
will do one after another.

Also done by district offices, random sample of records for
monitoring as part of their regular monitoring of all programs

Feedback process

Written report

District has regular meeting with sc/consultants

4. Periodic reportsfrom
consultant
agencies/support
coordinators

Not to DDS. State has no role in managing sc/counselors. Districts
do this independently.
Maybe to district office.

a. type/freq

Submit an invoice monthly, documenting that performed required
tasks

Review process

District reviews. Consultants are actually hired by consumer

5. Data system

YES — done by DOEA
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a. report

When people are enrolled, amount of budget, state date,
disenrolled, one-time expense, name and location of consultant

Review process

monthly

6. Outcome measur es-
impact of system

List/sources

Each consumer has outcome measures based on their care plan.
These are developed on the district level and reviewed annually
with sc/consultants .

7. Consumer satisfaction
survey

Yes - Department of Children and Families has done for all their
programs. None specifically for CDC.

DOEA did one to identify problems with the fiscal intermediary.
People we pretty satisfied actually.

Freq

Review process

8. Consultant survey

No

Freq

Review process

9. Quality improvement
committee

DSS does have a whole unit that does this, meets with
stakeholders

Composition

Freq/task

10. Toll free number for
concer ns, problems

Yes

Type documentation

800 # to State office, but complaints go to district office first to
resolve.

Review and feedback

State will deal with district if following-up.

11. Review of Expenditure
plans

Yes, all

Type

By District Office for accuracy, allowable expenditures, and to
approve amount. Then sent directly to fiscal intermediary.

12. Report to consumer
from FI

Yes, they are getting them. The project is still working on making
them more understandable — will do an example for people in the
next 2 months..

Type/freq

Expenditures from budget, Monthly

Review

Copy to consultant, who makes phone call to consumer to review

13. Grievance committee

Each consumer gets a form for complaints. That comes to the
state. It is reviewed here, but we may ask the district or
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bookkeeper to deal with.
Also the consumer can appeal a corrective action.

Type/freq

Complaints may be about consultant or bookkeeper. We
investigate and respond to both.

Tasks

14. Ongoing training or
TA to consultants

Yes. DDS had weekly TA calls to District Offices, with DO
picking a topic each time. This has been cut back to quarterly or as
needed.

State also does video-teleconferencing for turnover training.
Consultants needing a refresher can come to that.

Currently designing a refresher for the districts to provide.

Type/ freq

DDS has limited contact with consultants. Did a FAQ to give
them.
District Office has monthly meeting with sc/consultants.

15. Consumer Handbook

Yes. Also a separate packet for consultants.

Type

Inclusive, completed examples of forms

16. District Office

Signs up consultants, oversees their qualifications, requires initial
training as support coordinator, holds monthly meetings, provides
TA on a daily basis, reviews their paper work, including cash
plans.

17. Interdepartmental
wor kgroup

Designed and monitors program, including quality efforts

18. Other quality
management components

Criminal and reference
background checks for
workers

Strongly recommended. (required for service providers)

Consultant does
reassessments
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Current Status of Quality Management Components March 2002

Component

Florida - Aging

1. Performance
standardsin contracts

Yes

a. Consultants

Initial training within 15 business days.

Back-up plan required.

Monthly contact to monitor condition, review expenditures, ask
satisfaction with plan

Home visit at 2 months and annually

Expenditure plan by 90 days

b. Fiscal intermediary Yes
Sanctions

2. Agency audits Yes
a. Counseling function | Planned

Method, frequency

as needed based on desk review of sample of records

Feedback process

b. Fiscal intermediary

Yes

Method frequency

Semi-annual visit,

Feedback process

Discussion, report

3. Case/ Chart reviews

Planned

Method/frequency

Desk review of sample of records

Feedback process

4. Periodic reportsfrom
consultant agencies

a. type/freq

Review process

b. type/freq

Review process
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5. Data system

Yes

a. report

Review process

b. report

Review process

c. report

Review process

d. report

Review process

e. report

Review process

f. report

Review process

6. Outcome measur es-
impact of system

List/sources

7. Consumer satisfaction
survey

Yes

Freq

Review process

8. Counsdlor /FI survey

Freq

Review process

9. Quality improvement
committee

Composition

Freq/task

10. Toll free number for
concerns, problems

Yes

Type documentation

Review and feedback
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11. Review of
Expenditure plans

Yes, all

Type

Approval by consultant
Review by DOEA, for accuracy, allowable expenditures

12. Report to consumer
from FI

Yes

Type/freq

Expenditures from budget, Monthly.

Review

Copy to consultant, who makes phone call with consumer to review

13. Appeal process

Yes

Consultant agency to AAA to Project Manager and Interdepartmental
Workgroup member.

14. Ongoing training or
TA to consultants

Yes

Type/ freq TA conf calls, as needed.
15. Consumer Handbook | Yes
Type Inclusive, completed examples of forms

16. M edicaid waiver
specialist at AAA

Monitoring role

Type/ Freq

Monitors Medicaid waiver programs in Lead Agencies, incidental to
CDC so far

17. Interdepartmental
wor kgroup

Designed and monitors program, including quality efforts

18. Other quality
management
components

Criminal and reference
background checks for
workers

Strongly recommended. (required for services providers)

Consumer complaint Form

Consumer may send to state office with complaints about consultant

Assess risk of abuse,
neglect, exploitation

By consultant during 2™ month home visit.
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List of Consumer Directed Programs
I nter viewed for Study Background

Name of Program L ocation WHERE ISTHE PROGRAM HOUSED? | Number of TARGET POPULATION
Consumers

The Access Center San Diego, CA | Independent Living Center 2,500 All ages & disabilities
Alpha One South Portland, | Independent Living Center 6,000 Adult disabled

ME
California Supported California Department of Developmental Services 21,000 Developmental
Living Services (SLS) (statewide) disabilities
Program
Caregiver Resource Center | California Family Caregiver Alliance 12,348 Caregivers
Respite Program (statewide) Aging
Colorado Home Care Colorado Department of Human Services, 5,786 Developmental
Allowance (HCA) Program | (statewide) Aging and Adult Services disabilities
Illinois Home Services linois Department of Rehabilitation Services 20,000 Physical disabilities, Il
Program (statewide)
Kansas Income Eligible Kansas Department of Social and 12,132 Developmental
Program (IEP) (statewide) Rehabilitation Services disabilities
Michigan Home Help Michigan Family Independence Agency 37,000 Aging, adults with
Services Program (statewide) physical disabilities
North Dakota’s Service North Dakota Department of Human Services, 2,000 Aging/adult disabled
Payments for the Elderly (statewide) Aging Services Division
and Disabled (SPED)
Ohio Personal Care Ohio Department of Rehabilitation 1,000 Developmental
Assistance Program and (statewide) disabilities
Self-Determination Project
Oregon Client-Employed Oregon Senior and Disabled Services Division 13, 440 Aging/adult disabled
Provider Program (CEP) (statewide)
Oregon Self-Determination | Oregon Department of Human Services, 381 Developmental
Project (statewide) Office of Developmental Disabilities disabilities
Shawnee County Topeka, KS Community Developmental Disability 600 Developmental
Community Developmental Organization (CDDO) disabilities
Disability Organization
(CDDO)
Washington Community | Washington Department of Social and Health 21,721 Aging & adults with
Options Entry System (statewide) Services disabilities
(COPES)
Wisconsin Community Wisconsin Department of Health and Family 24,000 Aging, Developmental

Options Program (COP)

(statewide)

Services

disabilities
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Appendix B

Examples of Program Forms

Independent choice self-assessment (ArKansas).........cc.ecveeeveereeeiieeneeerieenieeneenneens 40-41
Independent choices representative screening questions (Arkansas)........cccceecveeeveeenee. 42
Participant statement of rights and responsibilities (New Jersey) .......cccccevveereerercucnnnens 43
Representative description (INEW JEISEY) ...c.eevvierieriienieeiieiieeie ettt esiee et sve e ens 44
Cash management plan forms (NEW JErSEY) ......cceevueerieriieriieeiieniieeieerieeereeseeeeneens 45-47
Purchasing Plan (FIOTida) .........ccueeeoiiiiiiiieiieceeeee e 48-54
Employer/employee agreement (F1orida) ..........coooeeriieiiiiiieniiiiieiccee e 55
Employer responsibilities (F1orida) ..........ccceveiieiiiiiiiinieiiieeeeee et 56
Employee responsibilities (F1orida)..........ccooviieiiiiiiiiiiiiieeiicieciecee e 57
Consumer appeal form (FIOrida) ..........cooiiieiiiieiiieceeceeceeee e 58
Consumer complaint form (F1orida) .........ccoooiiiiiiiiiiiie e 59
Consumer computational aid sheet (Florida) ..........ccoocvevieiciiiiiiniiiiiceeeeee e 60
Consumer computational tax sheet (F1orida) ..........ccoecvevieiciiiniiniiiiiicceeeeee e 61
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IndependentChoices

Participant Self-Assessment

L YOU DECIDE WHAT SERVICES AND PURCHASES WILL HELP YOU
MEET YOUR PERSONAL CARE NEEDS.

1. What services do you want and need?

2. What purchases will help you?

IL. ¥OU SELECT THE PEOPLE YOU WANT TO HELP YOU OR WHAT
THING YOU NEED TO BUY TO HELP YOU LIVE IN THE COMMUMNITY.

1. How will you find and select people to help you in your hame?

2. How do you shop for the purchases you need to maka?

DAAS-1C-iF] A3
OSE
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Iv.

DAAS-IC-01

IOV

3. How do you plan to train and supervise the people who work in
your home?

4. How will you tell your workers what you like or don't like about
their work?

6. If you are not happy with the work of the worker you hira, how will
you handle the situation?

A COUNSELOR CAN HELP YOU LEARN HOW TO FIND YOUR
WORKERS, HOW MUCH TO PAY YOUR WORKERS, HOW TO TRAIN
YOUR WORKERS AND MANY OTHER THINGS.
1. Are you willing to ask for help if you need it?

Yos

Mo

FAMILY OR FRIENDS CAN HELP YOU MAKE DECISIONS IF YOU
WANT.

1. Do you have someona you want to appoint as your
representative decision maker?

Yes
No

Ad
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IndependentChoices
Reprasentative Screening Questionnaire

Mame of Participant:

Medicaid #: __ Phona#:( )

Name of Proposed Representative:

Address;

Phone #: ( ) Relationship:

If you are not a family member, please describe your relationship, how long
you have known the participant and how often you have contact with the
participant:

Do you receive money from the participant or anyone else to care for the
participant? Yes: No:

If yes, piease identify the source and purpose of the funds?

After reading the description that outlines the responsibilities of the
representative, do you understand your functions and are you willing to
volunteer to serve as the participant's representative?

Yes: Mo:

Are you willing to sign a designation form stating that you will serve in this

capacity? Yes: No:

Do you understand that you cannot pay yourself for this role and cannot
become a paid caragiver? Yes: No:

LrAAS-JC-02

1058
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MEW JERSEY DEPARTMEMNT OF HUMAN SERVICES
State Office on Disability Services
Personal Preference Program

PARTICIPANT STATEMENT OF RIGHTS AND RESPONSIBILITIES |

RIGHTS

| v thee right 10 creaste a Cash Management Plan 1o meel my needs within the Personal Prefarence
Pragram guidelnes for use of the cash grant.

| haw'e the right 16 change my Cash Maragement Plan to mest my nesds withen the program guidetmnes Tar
use of the cash grand

| e thae right io be trealed with dignity and respect.
| hawe the right 1o privacy and conficentiality.
| have the mgnt 1o live as | choose, in my own Some, e from judgment or interference.

1 have The Fight 10 decde ahaut how b spend my cash grant or to have somseona | chooss help me wilh
deczions aboul the Fersonal Prefergnce Program,

1 hiave 1he righl e bring whomever | wish o a8 meetings peneining to the Persaonel Preferance Program

I have the night ic file 2 complaint with the Personal Preference Program Siate stall at 1-B88-286-3035 (Toll
Free ) for any reason, including being advised to dsennoll,

RESPONSIBILITIES

I muest motify my consultent within five deys of admsson o a hospital, nursing faclity, rebabilitlation Tacility, o
any cher institution. | understend that | am not anblled ba my cash grant during the bme | spend in 2 facility

| musl keep schaduled appoiniments.

| & responsible for hiring, supervising and firng my employess and all the responsibllites that go with hifng
employeas,

| musd treat my employees, the consultant, and others who work with the Personsl Preference Program the
samd way | expact o bea ireated.

| @m responsible for what is included in my Cash Managemant Plan and for manasging my cash grant
accordingly.

| & resporsible for all required paperwork and adhering to all tax and labor laws.
| am rasponsible for answenng intensew gueshons froem Malhematica Policy Research.

| have read and Jor undersiand hese nghis and respansibilfies.

ParbizipaniRepressnialive smnatune Diate
Consultant signature Daie
PPRARM &S B85S T/ag)
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New Jersey Department of Human Services
Division of Disability Services

Personal Preference Program
(Mew Jersey Cash & Counseling Demanstration)

Representative Description

A representative may be a participant's legal guardian, a family member, or any other
individual identified who willingly accepts rasponsibility for performing cash
management tasks that the participant is unable to perform. A representative must
avidence a personal commitment to the participant and must be willing to follow their
wishes and respect their preferences while using sound judgment to act on their behalf
Representatives receive no monetary compensation for this service, and may not serve
as an employee of the participant.

h i {

= Work with the Cash & Counseling consultant to provide information to develop the
cash managemant plan on the participant’'s bahalf

= Use the cash grant for the items outlined in the Cash Management Plan as the
participant wishas,

« Maintain records, as requirad by the Stale, regarding expenditures and activity with
the hscal intermediary

Voluntary Representative

The partiicipant requesis thal a represeniative serve on their behall, or a consullant
recommends that the participant choose a representative and the parlicipant agrees.

Predetermined Representative

The parlicipani has a legal guardian or other courl appointed representative in place al
the time of enroliment and that individual will serve as the designated representative on
the client’s behalf

Mandated Representative
The client is enrolled in Personal Preferences and has misspent funds from the cash

allowance, or their functioning has deteriorated in such a way that they are no longer
able to manape their cash benefit

TRpieE dod 2HETT 2N B VR SR T TN
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67

Consumer Directed Care Research Project Purchasing Plan

A Lonsumer
Mame Social Secunity Mumber
(First) M.L i Last)
Representative Name Phone | )
(First) M. [ Last) Consumer Fepresentative
B. Purchasing Categories
10 Directly Hired Workers
Total Total
Hiowrly Howurs Monthly Cost
Name Service Pay X Month Pay Laxes Per Month
1. % 5 5
2, ¢ g g
g g g

B

Total Cost %




05

O Home Care Agency Services

Linits ['otal
[t Per Cost
Avency Name Servige Cost Month Per Month
1. b b
2 i b
s b
4. b b
Total b
S0 Equipment
Fguipment Description Purpose Clost
1. b
2 b
b
Total b
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40 Personal Care Supplies

Descriplion

1. b
2 5
5
Total %
50 Modity Residence
Descriplion Purpise LCost
1. b
2 b
Towl %
60 Modity Vehicle
Descriplion Purpose Cost
1. 5
2 5
Total %




¢S

70 Community Services

ireamzation

Service

it

st

Linits
Per

Month

['otal
Cost

Per Month

1. b
2 %
%
4. g
Total &
80 Cash
Description Purpose Cost
1. b
2 b
b
Total $
PAAS Fees
Total %

89




€S

Savings

Total %

COverflow [ems
Category
MNumber  Mame

Diescription

['otal

g

L

Budget

Budget

Amount Recerved

Less Total Costs

Balance

G

i The grand total of section B cost totals)




4%

[ Consumer Megds

E.

Emerzency BackUp Plan




GG

Miotes

Consumer Signature
Fepresentative Signature

Consultant Mame

Signature

Date

[Fate

[Date




Consumer Directed Care Research Project

Employer/Employee Agreement

This agreement between

and

(Emplover)

{ Emplovee)
is intended 1o make the terms of employment clear,

Emplovee State Date

WORK SCHEDULE
I'he emplovee's work schedule will be as follows:
a.m. am. a.m. a.m. a.m. am.
Monday p.m. 1o .1 p.m. 1o p.m. p.m. o p.m.
a.m. am. a.m. a.m. am. a.m.
luesday  pm.to  pm.  pmto_ pm. _ pmto_ pan.
fm. am, a.m. a.m. a.m. am,
Wednesday [, o [r.am. pam o pam. pano o pum.
el I, A, el TIN. el ITh. LI, LI,

Thursday  pm. 1o .. pm. o pm, pom. iy pam,

d.Im. . il 1T, il IT0. LI il I
Friday p.m. 1o .. p.m. 1o p.m. pam. o p.am.
i m, da.m, il T, il I, ., .,
Satwrday __pm. o pam. _ pmto_ pm. pamlo pan.
a.m. a.m. a.m. a.am. am, am,
Sunday p.m, 1o p.m, pm. W pm, pm e pam,

lotal
[Daily
Hiowirs

[otal Weekly Hours
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EMPLOYER RESPONSIBILITIES:

Compensation
The emplover agrees o pay the emplovee $ per hour,

The emplover will withhold and send 1o Federal and state governments all unemplovment
taxes, social security, federal withholdings, A summary of all payroll withholdings (w2 form)
will be sent 1o vou by the project bookkeeper by January 317 for the previous calendar vear.

Job Dutics

L

YR

G
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EMPLOYEE RESPONSIBILITIES:

Reporting To Work/Time Off
(Please Initial)
I agree to report to work on time.
I agree o carry oul assigned duties and responsibilities as explained by my emplover.
I agree to well my emplover two weeks in advance when | need time off.

Vacation dates will be set by mutual agreement between the emplover and me.
| agree W call my emplover with as much advance notice as possible iU 1 am il or il
am unable 1o repor to work on time due 1o other unforeseen emergencies (car
trouble, severe  weather, eic. ).

[ understand 1 am expected 10 be dependable.

I agree 1o give my emplover two weeks written notice if 1 decide w terminate my
employment agreement,

I have read and understand the job duties expected of me.

Signature of Emplovee Drate
Signature of Emplover e
ST

Eraploy erErmgles o A precmesl Bevmsed 1201358
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Consumer Appeal Form

Mame of Consumaer

Mame of Representative (if applicable);

Address:

LI YA lelephone

Heason for appeal
L1 lon ot agree | need assistance ol a represeniative,
U 1 dov not agree with the corrective action plan written by my consuliant,
L1 el msd HEFCE W ith ms consultants’ recommendation 1o return 1o the
Home and Community Based Services Program and dis-enroll from the
Consumer Dhirected Care Project.

What problem or situation caused vour consultant 1o make the recommendation listed above:

What do voeu think should be done:

"‘H-Iglllﬂllr-,_"

Appeal Form Rovacd 506407
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CONSUMER DIRECTED CARE RESEARCH PROJECT
COMPLAINT FOEM

Custoimer Mame:
[PLEASE FRINT)

mame of person reporing concern (iF nol consumer):

Address:;

Lty Lip:

lelephone: { )

Problem with; 3 Project Bookkeeper 3 Consuliani

Hest time to call: AN (RN

Please explain in the space below the problem you are having with the project bookkeeper or
wirur gonsultant, Use back of page if additional spage is needed,

I wies, what was dong™

Have svou told the project bookkeeper or vour consultant about the problem?

dhes Ao

Thank Yan

Flease mail thas [omns w0
Consumer Dhrected Care Kesearch Progect
1040 Fagrlasende Way

Tallahasses, FL 323 0-THHI

4 progect staff member will cosact you

60
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Week s Moath
i .:- i
Consumer Aid Sheet I Eﬁ?ﬁﬂn
Per Week by 4.33
Hourly Rate Number of Hours Worked
of Pay 5 10 15 20 25 30 35 40

" ssso| swos7| se1ia|  seino|  sizazr|  sises3|  sisaso]  saaes|  saaesa
 seso| swr2|  sr22s|  swear| sasol sieosz| satera|  saoer|  sasses
 s7so| satee| ssaie|  sizsoa]  sio073|  s20m41|  s25009]  s20177)  sannas
 seso| sarzal  seass|  swin2|  siesss|  saei9]  samaa]  swer|  sarrer
" sos0| ssasmo| swosse| siseds| satiie|  szsa08| saters|  sumesr|  sezear
stoso| sseas| siieri|  sison|  sasaz|  szenr7|  sas02]  saveas|  saoesa

" st1s0] seas1]  Sizez| swira|  saoes|  5319s6|  Soear| saarse| srize
sizs0| seser| siamsd S46628| 55575
s13.50[ srsus|  sis00s| sazsos|  swoif| swsia|  sasods|  ssesis| a0t

Staso] sose|  sieiir| saairs| swan|  saes|  saeaso|  sseave|  seéast
sts50| seere|  siaze| saz|  ssasr|  sa07i|  soices| sewave|  see9id
st650] sot70|  sieaao| saio10|  saween|  sases| sssors| seerse|  srase

$17.50 597.26 5154.51 $291.77 sHa.03 S486.25 558354 S680.79 5778.05
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Consumer Tax Table
Consumer & Employee Share FICA Tax

Worker's Wage | 7.65% 8% 2.7% Total Cost | Worker's Wage | 7.65% 8% 2.T% Total Cost
per Hour FICA Tax |FUTA Tax| SUTA Tax | per Hour | per Hour FICA Tax | FUTA Tax |SUTA Tax| per Hour

| 8575]  soas)  s00s|  s0fs ) $6.39)  S13.00f  s09df  S010)  S035)  $14.45
| se2s5|  soaa]  soos| o s0t7)  s695|  $13.50|  S103]  s0.01) 50351  $15.01
| sG75|  sos2)  s005]  s00E)  §7.50) S14.00(  STO7f SO0 S038) $15.56
| sr2s|  soss)  s00s|  s020)  S8.06)  S1450f  STA1f  s012)  3039)  $16.12
| s77s5]  soss)  s0oe|  s021) 861 $15.00(  STISf  S012)  $041]  $16.67
| s825|  soea)  s007) S0z} §947)  §1550(  STASf  S012)  S042] $17.23

| sa75| s067]  s007]  s024]  $973] §16.00(  S12@]| 5043|3043 $17.78
| s9a2s5(  som)  soor|  s025]|  §10.28)  $16.50(  s1as) 5043|3045 |  §18.34
| sa75(  so7s|  sooal  s028]| 51084  §17.00(  s130] 5004 |  $046|  §18.90
| s$10250 so7a]  so0al  s023]|  §11.38] $17.50(  S134] 5044|3047 $19.45
| sfo7s|  sos2)  s008| 029 §11.95) §1B.00|  S138) 5004  5045|  $20.01
| $11.25(  sose]|  s00s| %030  §1250)  §1B.50(  stéz]  5095|  $050  $20.56
| s175]  s0s0f  s008|  s032) 513.06]  $19.00f  sT45f  5015)  3051]  $21.12
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APPENDIX: Section C - Links to web resources

Cash & Counseling Program Information www.cashandcounseling.org

Cash & Counseling Demonstration —
http://www.hhp.umd.edu/AGING/CCDemo/index.html

Home and Community Based Resource Network —
http://www.hcbs.org/

Arkansas Cash & Counseling: Independent Choices —
http://www.independentchoices.com/ICHome.htm

New Jersey Cash & Counseling: Personal Preference —
http://www.state.nj.us/humanservices/dds/personal.html

Florida Cash & Counseling: Consumer Directed Care —
http://elderaffairs.stae.fl.us/doea/english/cdc.html

Consumer-Direction Tool —
http://www.hcbs.org//practical tools.htm#consumer

Counseling/Fiscal Agency (CFA) Initial Readiness, Mid-Year & Annual Review
Manuals (Susan Flanagan) —
http://www.hcbs.org/ptools/AR_CFA/AR_CFA/Manual.pdf

Statement of Consumer Rights and Responsibilities from the New Jersey Personal
Preferences Program —
http://www.hhp.umd.edu/AGING/CCDemo/Products/Appendix%20A%20Rights
%20Responsibilities%200f%20consumer?%20and%?20representative.pdf

You Can Do It! A Consumer Guide for Managing your Own Cash Grant for Household
Employees, John Agosta —
http://www.hhp.umd.edu/AGING/CCDemo/ccbook/index.html

Arkansas Operations Manual & RFP: http://www.independentchoices.com?ICHome.htm

Mathematica — http://www.mathematica-mpr.com/3rdLevel/cashcounselinghot.htm
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http://www.cashandcounseling.org/
http://www.hhp.umd.edu/AGING/CCDemo/index.html
http://www.hcbs.org/
http://www.independentchoices.com/ICHome.htm
http://www.state.nj.us/humanservices/dds/personal.html
http://elderaffairs.stae.fl.us/doea/english/cdc.html
http://www.hcbs.org//practical_tools.htm
http://www.hcbs.org/ptools/AR_CFA/AR_CFA/Manual.pdf
http://www.hhp.umd.edu/AGING/CCDemo/Products/Appendix A Rights
http://www.hhp.umd.edu/AGING/CCDemo/ccbook/index.html
http://www.independentchoices.com/?ICHome.htm
http://www.mathematica-mpr.com/3rdLevel/cashcounselinghot.htm

Quality Initiatives Involving Centers for Medicare and Medicaid Services (CMS)

http://www.cms.hhs.gov/medicaid/waivers/quality

Participant Experience Survey MRDD

Participant Experience Survey Elderly/Disabled

User’s Guide for Participant Surveys

HCBS Quality Framework

HCBS Workbook-Guide for Improving Quality in Home Community-based
Service and Support

kL=
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