Department of Health
and Mental Hygiene

Developmental Disabilities
Administration

QUICK REFERENCE GUIDE: REQUESTING ADDITIONAL UNITS

BACKGROUND:

The DDA funds three types of ongoing resource coordination (RC) services to eligible people,
including Waiting List Coordination Services, Community Coordination Services, and Transition
Coordination Services. Each of these services includes three RC activities:

e Development and periodic revision of the Individual Plan (Reference:
COMAR 10.09.48.06B);

e Referral and related activities (Reference: COMAR 10.09.48.06C); and
e Monitoring and follow-up (Reference: COMAR 10.09.48.06D).
Resource coordinators’ primary work should focus on: (1) assuring DDA-funded and other

services are meeting the person’s needs, support outcomes, and goals, and are being delivered
as specified in the plan; and (2) ensuring the person’s safety.

As outlined in regulations, service units have been specified for each type of RC service to guide
resource coordinators in the efficient use of units and constrain the costs to the system.

The regulations regarding service provision are not related to the payment unit limits outlined
in COMAR 10.09.48.08: Payment Procedures. The unit limits are associated with payment;
therefore, they do not restrict service delivery to people if excessive units are spent by resource
coordination providers.

A. In accordance with COMAR 10.09.48.04D(6 — 8), resource coordinators shall:
1. Maintain a thorough understanding and knowledge of:

a) Eligibility requirements, application procedures, and scope of services of local,
State, and federal resources and programs which are applicable to individuals
eligible for DDA services; and

b) Medicaid, Medicaid waiver programs, and DDA eligibility requirements,
application procedures, and service delivery systems.
2. Coordinate services with multiple long-term service and support systems; and
3. Maximize resources to the greatest possible extent.

B. Resource coordination providers are to employ only appropriately qualified personnel and
ensure that those persons receive training in person-directed supports, focusing on
outcomes. (Reference: COMAR 10.09.48.05.)

C. Inaccordance with COMAR 10.09.48.05C(3), resource coordinators are to have
demonstrated skills and working knowledge in the following areas:

1. Negotiation and conflict management;
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I

Crisis management;

w

Community resources, including generic programs, local programs, State programs,
and federal programs and resources;

Determining the most integrated setting appropriate to meet the individual’s needs;
Coordinating and facilitating planning meetings;

Assessing, planning, and coordinating services;

Assisting individuals in gaining access to services and supports;

Monitoring the provision of services to individuals;

L o N o bk

Allied service delivery systems, including Medicaid, mental health, substance abuse,
social services, juvenile justice, vocational rehabilitation, and corrections; and

10. Regulations governing services for individuals with developmental disabilities.

D. Resource coordinators should follow-up with their supervisors to request training,
retraining, and/or assistance in acquiring new skills and enhancing their working knowledge
of areas and topics noted above to efficiently deliver services, comply with regulatory
requirements, and best meet the needs of people they are supporting.

E. Inaccordance with COMAR 10.09.48.04C(7), resource coordination providers are to serve
all people referred by the DDA.

F. Resource coordination providers may not restrict or deny people’s options to receive
resource coordination services in accordance with COMAR 10.09.48.07A and 10.09.48.04l.

G. Based on the requirements noted above, experienced and qualified resource coordinators
shall deliver RC services in the most efficient and effective manner to meet the needs of
individuals within available units.

H. The DDA shall annually allocate units per person based on the person’s eligibility for
services, as indicated in the chart below. For the purpose of the services noted in this
guide, a “unit of service” means 15 minutes of service.

Units Allotted by RC Service

Waiting List Coordination Services

Crisis Resolution up to 168 units annually
Crisis Prevention up to 112 units annually
Current Request up to 60 units annually

Community Coordination Services | up to 212 units annually

Transition Coordination Services up to 208 units annually
Reference: COMAR 10.09.48.08

! When an individual moves to a higher waiting list priority category (e.g., from Current Request to Crisis
Resolution) or to a resource coordination service type with a higher limit of service, the maximum units will
increase to that of the new status. When an individual moves down to a lower waiting list priority category (e.g.,
from Crisis Prevention to Current Request) or to a resource coordination service type with a lower limit of service,
he or she will keep the original (higher) maximum units for the remainder of the fiscal year.

November 15, 2013 Page 2 of 10



QUICK REFERENCE GUIDE: REQUESTING ADDITIONAL UNITS

I. Resource coordinators must manage their time appropriately to maximize available units.
Clearly and consistently communicating the role of the RC to individuals receiving RC
services will assist in efforts to prevent unnecessary utilization of units.

PROTOCOLS AND BUSINESS RULES:

A. Service requirements are outlined in COMAR 10.09.48.06: Covered Services for the
provision of required services, which include: development and revision of the Individual
Plan, referral and related activities, and monitoring and follow-up, for the entire fiscal year
regardless of availability of units. The foundation of resource coordination services is
having skilled, experienced, and qualified resource coordinators provide services in the
most efficient and effective manner to meet the needs of individuals, using only available
units. The unit allotments are meant to guide resource coordinators in the efficient use of
available units.

B. A crisis or unique circumstance, which may require a disproportionate amount of available
units, could occur anytime over a fiscal year. As a result, a provider may request payment
of additional units in order to resolve the emergency, and complete the required RC
activities for the remainder of that fiscal year, specifically:

e Development and periodic revision of the Individual Plan (Reference:
COMAR 10.09.48.06B);

e Referral and related activities (Reference: COMAR 10.09.48.06C); and
e Monitoring and follow-up (Reference: COMAR 10.09.48.06D).

C. Before units in addition to those allotted for the individual for the fiscal year may be
provided, the RC must obtain preauthorization of payment from the DDA Regional Office
(Reference: COMAR 10.09.48.08).

D. Arequest for payment for additional units shall be submitted to DDA, using the PCIS2
Resource Coordination Module. Requests for additional units that are submitted by any
other means will not be reviewed. Requests for additional units will be reviewed to meet at
least one of the following criteria:

e Acrisis or emergency situation that meets the defined criteria for the crisis
resolution priority (even if the individual is not currently in that category), including
requests for individuals whose crisis occurred earlier in the fiscal year;

e Transitioning Youth (TY) who are new to the DDA and have been found eligible for
TY funding in the current fiscal year; or

e Complex transfers between providers.

Requests that do not meet those criteria will be reviewed on a case-by-case basis.

In order for a determination to be made, the following actions are required.
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Documenting RC Activities to Justify Additional Units

A. Resource coordinators’ activities must be documented in PCIS2 (either through direct entry
or by upload). This documentation must include, for each billable activity: the date of
service, length of time, actions taken, circumstances, challenges, and follow-up plans (as
appropriate) within PCIS2. This documentation, within PCIS2, is referred to as a “RC Note.”

B. The information documented in the RC Note will be used to assess the efficiency and
effectiveness of the resource coordinator’s service delivery and the person’s circumstances.

C. The start time and the length of time used for each billable activity, the duration, must be
entered into PCIS2. Providers cannot bill for more time than their staff worked in a calendar
day. The system uses these parts of the RC Note to calculate the units utilized as follows:

1. The sum of the time to complete all of the billable RC activities (i.e. referral,
monitoring, etc.) on a single calendar day will allow calculation of the total minutes of
billable RC services. The total minutes of billable RC services for the calendar day are
then rounded to the nearest 15 minute increment. Eight (8) minutes of service rounds
up to one unit, seven (7) minutes or less of service rounds down to zero units.

2. To calculate billing units, divide the total minutes of billable RC services for the
calendar day by 15 to convert to billable units of services. If the total minutes of
billable RC services for the calendar day is not divisible by 15, the remainder of
minutes is converted to one unit of service if it is eight or more, and converted to zero
units of service if it is seven or less.

MINUTES UNITS
3:' 0 min- 7 min 0 units
> 0 . . .
x u 8 min- 22 min 1 units
B o
2 <§t 23 min- 37 min 2 units
E X | 38min-52min 3 units
F 53 min- 67 min 4 units
68 min- 82 min 5 units

Requesting Additional Units

A. Prior to submitting a request for additional units, the resource coordinator should identify
how many units currently remain for the individual being served by reviewing the available
units indicated in PCIS2.

B. The available units indicated in the system are based on all draft and pending RC Notes.
Therefore, if a RC Note is withdrawn or not certified, there may be additional available
units.

C. Requests for additional units may be submitted after 75% or more of the allotted units have
been used. Requests should be made in advance of depleting allocated units.
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Type of Resource Coordination Units Used at 75% Remaining Units
Waiting List- Crisis Resolution 126 42 units
Waiting List- Crisis Prevention 84 28 units
Waiting List- Current Request 45 15 units

Community Coordination 159 53 units
Transition Coordination 156 52 units

D. Prior to submitting a request for additional units, the resource coordinator must ensure that
current, up-to-date information, including detailed notes demonstrating the circumstances,
are documented in the appropriate sections of PCIS2.

E. The request for additional units should take into account activities required, by regulations,
for the remainder of the fiscal year, such as:
1. Remaining time needed for efficiently and effectively planning, developing,
conducting, and finalizing the individual plan (if applicable); and
2. Extent of monitoring and follow-up requirements remaining in the fiscal year.

a) Monitoring and follow-up contact requirements for individuals receiving waiting
list coordination services are as follows:

—> Crisis Resolution priority category: minimum monthly face-to-face
contacts shall be made for the first 90 days, after which face-to-face
contacts will be made quarterly;

—> Crisis Prevention priority category: minimum quarterly face-to-face
contacts shall be made; and

—> Current Request priority category: minimum annual face-to-face contacts
shall be made.

b) Monitoring and follow-up contact requirements for individuals receiving
community coordination services are: minimum quarterly face-to-face contacts
with the participant. The contacts shall be made in different services delivery
settings. At least one face-to-face contact is to take place in each service
delivery setting annually.

3. The chart below provides estimates for the average number of units necessary to
complete the specified activity. This should serve as a reference when calculating the
number of additional units needed to complete the remaining required RC activities
for the fiscal year.
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TYPE OF RC SERVICE

Community
Coordination

Transition
Coordination

Waiting List:
Crisis Resolution

Waiting List:
Crisis Prevention

Waiting List:
Current Request

7 units/quarter

7 units/quarter

7 units/quarter

7 units/quarter

7 units/quarter

Referral &
Related or or or or or
't e 2.3 units/month |2.3 units/month| 2.3 units/month | 2.3 units/month 2.3 units/month
E |Individua| Plan| 60 units/year 20 units/year 20 units/year 20 units/year
= - - - -
2 Monitoring & 25 units/quarter 180 units/year 30 units/quarter | 16 units/quarter 3 units/quarter
) or or or or
 [Follow-Up . . . :
8.3 units/month 10 units/month 5.3 units/month 1 unit/month
Waiver
. ... 2| 24 units/year Included as part of Referral and Related Activities
Eligibility

Note: Requested units should be rounded up or down as appropriate to reflect a whole number.

Example Scenario

A person receiving Community Coordination Services begins engaging in self-injurious
behavior, which puts the individual at serious risk of sustaining life threatening injuries or
substantially impairing his/her functioning. Although it is only six months into the fiscal year
(FY), the resource coordinator determines that 75% of the individual’s allotted units have
already been used to address the person’s crisis; therefore, there are fifty-three (53) units
remaining. There are two quarters left in the FY and the coordinator still has two
mandatory face-to-face monitoring visits to complete, must update the Individual Plan in a
couple months, and must make sure the person’s waiver eligibility packet is completed on

time.

When making the request for additional units, the RC will need to include the following in
the reason for the request:

e The criteria category for the request (crisis or emergency, new transitioning youth,
complex transfer, or other);

e Brief summary of how the allotted units have been utilized to date;

e OQverview of the current circumstances leading to the request;

e |dentification of required RC activities remaining for the fiscal year and an estimated
number of units to meet those requirements;

e Based on the above, the total number of additional units being requested for the
remainder of the fiscal year.

e [f clarification or additional information is needed by the Regional Office during the
review process, the resource coordinator should include in the request his/her email
address and the best number to use during the day.

In this example, when calculating the number of units to request, the resource coordinator
would use the charts throughout this Guide to see that:

2 Once an individual has been referred for Community Coordination and if they are enrolled in the Waiver,
maintaining waiver eligibility would be claimed as a Monitoring and Follow-Up activity within PCIS2.
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e Two mandatory face-to-face monitoring visits is projected to equal 50 units;
e The annual update process for the Individual Plan is projected to equal 60 units; and

e The process to assist with the waiver eligibility redetermination is projected to equal
24 units.

The total projected units needed for these activities equals 134 units (50 for monitoring +60
for IP +24 for waiver redetermination = 134 total needed). Since there are still 53 units
remaining from the original unit allotment, the coordinator will need to request an
additional 81 units total to complete the required RC activities in the fiscal year (134 total
needed — 53 still have = 81 need to be requested).

F. The request for additional units is noted in PCIS2 under the “Request extra units” tab which
requires the entry of the current fiscal year, number of units requested, and the reason for
the request. For all requests, it is important to clearly articulate the circumstances that you
believe cause the person to meet the criteria. In crisis or emergency situations, the crisis
resolution criteria noted below is the threshold:

1. Homelessness or housing that is explicitly time-limited, with no viable non-DDA
funded alternative;

2. Serious risk of physical harm in the current environment:
a) Person has recently received severe injuries due to the behavior of others in the
home or community;
b) Person has recently been the victim of sexual abuse;

c) Person has been neglected to the extent that the individual is at serious risk of
sustaining injuries that are life threatening or that substantially impair
functioning;

d) Person engages in self-injurious behavior that puts the individual at serious risk
of sustaining injuries that are life threatening or that substantially impair
functioning; or

e) Person is at serious risk of sustaining injuries that are life-threatening or that
substantially impair functioning, due to the physical surroundings.

3. Serious risk of causing physical harm to others in the current environment; or

4. Living with a caregiver who is unable to provide adequate care due to the caregiver's
impaired health, which may place the applicant at risk of serious physical harm.
(Reference: COMAR 10.22.12.07B)

G. Once the request has been submitted through PCIS2, the Regional Office will be notified.

Request for Additional Unit Determinations

A. The DDA Regional Office will review the request for additional units and indicate their
decision within PCIS2. Where additional information is required prior to being able to make
a determination, the Regional Office will contact the resource coordinator directly.
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B. The request will remain “In Review” pending a final determination. The final determination
may be to (1) approve, (2) approve with modifications, or (3) deny.

C. The Regional Office will make a determination within five business days, once all necessary
information has been received. If a decision is made to approve with modifications, the
Regional Office will indicate the number of units approved.

Continued Provision of Service

A. During the review process, resource coordinators shall continue to provide services as
specified in COMAR and document all RC activities.

B. If all units have already been utilized when the request for additional units is submitted,
PCIS2 will maintain any RC Note as a draft and indicate the associated units used beyond
the allocated limit.

C. If additional units are not approved, the RC provider is still required to continue serving the
individual in order to ensure the following is completed:

e Development and periodic revision of the Individual Plan (Reference:
COMAR 10.09.48.06B);

e Referral and related activities (Reference: COMAR 10.09.48.06C); and
e Monitoring and follow-up (Reference: COMAR 10.09.48.06D).

D. Denial of the RC provider’s request for payment of additional units is not a denial of RC
service to the individual.
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LOGGING ACTIVITIES IN PCIS2:

STEP 1: Once in the “Resource Coordination” tab, click on “Resource Coordination.”

Resource Coordination l Individual Plan | Management , Payment

<

Resource Coordination )

e

Individual Flan

Management

Payment

Upload Resource Coordination

Upload Individual Mlan

STEP 2: Click on “Search Unit Request.”

P | g | umen

Search Resource Coordination

Resource Coordination

Proviter: E|
Resource Coordinatar: El
Nata: 30172013 to %3072
Agency Id:
Consumer Humber.
Consumer's Last name:

Consumer's First nama:

Seach | Gull

STEP 3: Click on “Request Extra Unit.”

Hesource Coqrdination Indiildual Plan Management Payment
nit Request Search Result
a1 Provider Coordinator Consumer Requesti Date Requesied Uinits Approved Units Status View
4 123K John Dos ADOEPQULCS 081272013 = L] Submited 7
& 20 _‘,“
& 0 su _‘,“
& Suburiles 4
3 014 P i
2 14 ne: ”m Suturiles 4
14 s ) ars ”n Suturiles 4
213 o Ansa n i
2004 nC nD ALZA 2 7
m e n D A Az SR v Susmited 7
Humber of Unit Requests found: 31 @
1234 Hed
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STEP 4: Select the individual from the “Choose Individual” drop down menu. Enter the current
fiscal year in “FY.” Enter the number of additional units being requested. Enter the reason
for the request and then click on “Submit Request.”

oocdinaks i Plan HManangement Payment
Request extra units
Choose Agency: 123, NG C020|=|

Choose Hesource Coordinator: D TEST Z
Chouss Individual: | A 5PTYE74 -]
Fr: 2014
Choose resource coordinafion service for which extra unit is needed: Wating isf coordination semice. 07422013 ~ Z,

£ ol wala unils needued:

Reason for requesn

Gu Buck

Example of Reason for Request:

Crisis: In late July, Mr. Smith began engaging in head banging behavior, putting him at serious
risk of sustaining injuries that are life threatening or that could substantially impair his
functioning. InJuly and August, the RC facilitated 2 team meetings with the person, family,
and current providers to identify the cause and seek behavioral supports services. Also during
this time, the RC coordinated with the MCO/health insurance special needs coordinator for
neurological or other medical assessments, etc. In September, his IP was revised to include
goals to address the behavior and incorporate the new behavior plan. The updated IP
identifies several additional resources needed. To date, 75% of the allocated units have been
used and the RC must still complete the quarterly monitoring due in ...

STEP 5: The Regional Office will be notified of the request once it has been submitted. The
request will remain “In Review” pending approval. Click on “Go Back” to return to “Search
Resource Coordination.”

| Individual Plan | Management | Payment |

Request extra units

Unil peyuessl is submillsd successiully.

Slalus: Susmsed

Resource Coordinator:
Indlvidual:
F
Resource coordinatinn service for which extra unit is needed: V-
2 vl gxlia unils needsd: 10
Heason for request 123
Date of request DRDAZO1Y

alist 2sordinafisn sendse. (7A7/2042 ~ 12343000

NN& usa anky

Recllan: C tpproe O Approve with modiication De

£ ol units: 10
Hote:

Uacision by:
Date of decision:

| —
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RESOURCE COORDINATION

CALCULATING UNITS OF SERVICE

UNITS MINUTES HOURS
1 15 1/4 hour
2 30 1/2 hour
3 45 3/4 hour
4 60 1 hour
5 75 1 hour 15 min.
6 90 1 hour 30 min.
7 105 1 hour 45 min.
8 120 2 hours
9 135 2 hours 15 min.
10 150 2 hours 30 min.
11 165 2 hours 45 min.
12 180 3 hours
13 195 3 hours 15 min.
14 210 3 hours 30 min.
15 225 3 hours 45 min.
16 240 4 hours
17 255 4 hours 15 min.
18 270 4 hours 30 min.
19 285 4 hours 45 min.
20 300 5 hours

DURATION OF ACTIVITY

UNITS MINUTES HOURS
21 315 5 hours 15 min.
22 330 5 hours 30 min.
23 345 5 hours 45 min.
24 360 6 hours
25 375 6 hours 15 min.
26 390 6 hours 30 min.
27 405 6 hours 45 min.
28 420 7 hours
29 435 7 hours 15 min.
30 450 7 hours 30 min.
31 465 7 hours 45 min.
32 480 8 hours
33 495 8 hours 15 min.
34 510 8 hours 30 min.
35 525 8 hours 45 min.
36 540 9 hours
37 555 9 hours 15 min.
38 570 9 hours 30 min.
39 585 9 hours 45 min.
40 600 10 hours

**Resource coordinators must document their activities within PCIS2. This documentation must include for
each billable activity: service date, length of time, actions taken, circumstances, challenges, & follow-up

plans.
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