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UPDATE LOG
CDC+ Participant Notebook

Introduction

You will find the CDC+ Participant Notebook easy to navigate. Here is how it is organized:

The How and What of the CDC+ program is in the main body of the notebook.

All forms and information concerning processes that could change as CDC+ periodically are

in the Appendix. As items in the appendix are updated, please enter the most recent version
in the log, below. Then remove the old item and put the new item in its place.

Updates to the CDC+ Participant Notebook will be posted on the Agency for Persons with Disabilities
CDC+ Web site http://apd.myflorida.com/cdcplus/. If you do not have access to the Web, please
obtain them from your CDC+ Consultant.

It is important the consumer read the updated material, and then place the updated pages in the
appropriate section of the notebook. It is the consumer’s responsibility to follow the policies and

procedures of the CDC+ Program as published in this notebook.

How to Use the Update Log

Use the log provided below to make sure all the updates to the notebook have been received and
placed in the notebook.

“Effective Date” is the date that the update becomes operational. The effective date of each
page is located in the bottom right hand side of the page.

Remove Insert New Effective Remove Insert Effective

Page #'s Page #'s Date Page #'s New Page #'s Date
7,9,13, 23,28 7,9,13,23,28 | 12/1/2009 24 24 11/1/2010
29,31, 32,33 29,31,32,33 12/1/2009 16,62, 63, 64 16, 62, 63,64 | 5/1/2011
35, 36, 37, 38 35, 36, 37, 38 12/1/2009 65, 66 65, 66 5/1/2011
41,42,47,48 41,42,47,48 12/1/2009 5 5 5/21/2011
53,57,58,59 53,57,58,59 12/1/2009 49 49 7/8/2011
61,68,71,73 61, 68,71,73 12/1/2009 10, 22 10, 22 7/28/2011
76,77, 81, 82 76,77, 81, 82 12/1/2009 2,8 2,8 09/23/2011
84, 85, 87,90 84, 85, 87,90 12/1/2009 49 49 01/01/2012
91,92, 93, 94 91,92,93,94 | 12/1/2009
95, 96, 98, 99 95, 96, 98, 99 12/1/2009
100, 101 100, 101 12/1/2009
17,25, 30 8,17, 25, 30 6/15/2010
50, 60, 88, 89 50, 60, 88, 89 6/15/2010
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YOUR CONSUMER DIRECTED CARE PLUS
(CDC+)
PARTICIPANT NOTEBOOK
HAS ARRIVED!

This Participant Notebook
provides comprehensive
information about the
program. Before you start
CDC+, you are expected to
become familiar with the
information in this notebook
and obtain the basic skills
that will enable you to be
successful while on this
program.

After you start CDC+, always keep this notebook handy so
you can refer to it whenever you have questions.
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Job Description — Blank Form
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F  Background Screening
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G Employee Packet
Instructions for Completing the Employee Packet
Employee Information Form
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IRS Form W-4 (Spanish)
Sample Completed IRS Form W-4
DHS Form I-9
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Direct Deposit (EFT) Form
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|. ORGANIZATION
of the
CDC+ PARTICIPANT NOTEBOOK

We hope that you will find the Consumer Directed Care Plus (CDC+) Participant
Notebook easy to navigate. The notebook contains the How and What of the CDC+
program.

As you study the material in the notebook, you will see references to items that can be
found in the Appendix. The Appendix can be found at the back of this notebook. A
complete list of the items available in the appendix is on pages 7 and 8.

Updates to the CDC+ Participant Notebook and the appendices will be posted on the
Agency for Persons with Disabilities CDC+ website http://apd.myflorida.com/cdcplus/. If
you do not have web access, please obtain these updates from your CDC+ consultant.

It is your responsibility to follow the policies and procedures of the CDC+ Program as
published in this notebook.

The terms “participant” and “representative” are used interchangeably
throughout this notebook, but the participant alone is the employer of
record. Therefore, except when discussing the employer, whenever the
—_— terms “participant” or “you” are used; they also mean the
representative.

k3
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Il. YOUR CDC+ TRAINING

Before you can enroll as a participant in CDC+, you must be provided
comprehensive training and pass a Readiness Review to demonstrate your ability to
manage your CDC+ monthly budget responsibly. This training may be provided by
CDC+ Central Office staff, Area Office staff or you can self train. If you have
selected a CDC+ representative, your representative must be provided this training,
pass a Readiness Review and sign an Agreement prior to acting as your
representative when you begin CDC+. If at any time you wish to replace your CDC+
representative with someone else, the new representative you choose must be
trained or self train, pass a Readiness Review and sign an Agreement prior to
acting as your representative.

APD is responsible for training Waiver Support Coordinators to become CDC+
consultants. Participants, CDC+ representatives and family members may participate
in the CDC+ training provided by APD to Waiver Support Coordinators on a space
available basis. Ongoing refresher training and technical assistance will be provided
by APD to both CDC+ participants and CDC+ consultants to assist in fulfilling the roles
and responsibilities of the program.

The timeframe that it will take for you to become active in the CDC+ program will
depend on your (or your CDC+ representative’s) ability to attend the trainings that
are offered and your (or your CDC+ representative’s) ability to understand the
materials. The CDC+ program is consumer directed and some of the training you (or
your CDC+ representative) receive will be done independently. At the end of the
training, you (or your CDC+ representative) must demonstrate that you have a basic
understanding of the program and have the basic skills to manage your monthly
budget.

This Participant Notebook and the Appendix contain a great deal of information. Take
things one step at a time. Do not try to learn everything in one day. You do not have
to memorize the information although in time you will find you have more and more
knowledge of the program and how you may use it to reach your individual goals.

Everything covered in the CDC+ training can be found in this Participant Notebook and
the Appendix. The notebook is structured so that it guides you through the program
step-by-step.

You will be provided enrollment forms to complete for both you and any providers
who will be providing services to you.

After the training, using this notebook as a resource will be much easier. Your

consultant will also be available to answer your questions and help you find
the information you need.
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lll. CDC+ PHILOSOPHY, HISTORY AND AUTHORITY

What is CDC+?

CDC+ is a long-term care program alternative to the Home and Community Based
Services (HCBS) Medicaid Waiver. The CDC+ program is based on the principles of
self-determination and person-centered planning. The program provides an opportunity
for individuals to improve the quality of their lives by being empowered to make choices
about the supports and services that will meet their long-term care needs and to help
them reach their goals.

Florida has the largest and most comprehensive consumer-directed program in the
nation.

What is Self-Determination and Person-Centered Planning?

Since you receive services from the Agency for Persons with Disabilities, you should
have a copy of a large yellow notebook called “Navigating the Developmental
Disabilities Program — You're the Driver”. If you do not have one, contact your Waiver
Support Coordinator or consultant to get a copy. That notebook contains a wealth of
information about the philosophy of Self-Determination and Person-Centered Planning.
It is not necessary to repeat all of that information in this CDC+ Participant Notebook.
Rather, we suggest that you refer to that resource and read through it if you are not
familiar with these concepts.

CDC+ is very much a person-centered program. It is centered on the “person,” the
individual, the participant - YOU. The person-centered process began when you
communicated your needs, hopes, and goals when developing your HCBS support
plan. CDC+ offers a framework that supports what is important to you right now, in your
current stage of life, and increases your options for self-determination.

In CDC+, YOU are, indeed, in the driver's seat. You are expected to be involved in all
aspects of planning for your services. You have choice and flexibility. You are in
charge of the services that you purchase; how and when your services are provided,
what you pay for your services, and who provides them. You are responsible for
following the rules of the program, for paying your providers, and for staying within an
established monthly budget.

The five principles of Self-Determination are:

O People have the FREEDOM to decide where and with whom they will live.
O People have the AUTHORITY to decide how they will live their lives.
O People have the SUPPORT they need to make decisions.
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O People have CONTROL over the resources needed for their support.
O People have RESPONSIBILITY for their decisions and actions.

You took the first step toward self-determination when you made the decision to
participate in Florida’s Consumer Directed Care Plus (CDC+) Program.

How and when did CDC+ start?

CDC+ began in Florida in 2000 as an eight-year research and demonstration waiver
called Consumer Directed Care (CDC), under the authority of an Independence Plus
1115 Waiver amendment granted by the Centers for Medicare and Medicaid Services
(CMS). For the first three years, it was a strict research project with an experimental
group that participated in the program and a control group against which the
experimental group was measured and evaluated.

The 2002 Florida Legislature directed the Agency for Health Care Administration
(AHCA), under the authority of Section 409.221, Florida Statutes, to seek a federal
waiver amendment to implement the expansion of the Consumer Directed Care project.

Data from the first three years of research showed that CDC participants reported
greater satisfaction with supports and services, a higher number of achieved goals,
and an ability to hire better employees — among other important benefits. As a result
of the successful three-year research project, in January 2004, the program was
expanded and entered the five-year demonstration phase, which was called
Consumer Directed Care Plus (CDC+). During the demonstration years, all people
who had been on the control group were eligible to participate. Enroliment of control
group members ended in July 2007 in order to close out the demonstration, which
ended February 29, 2008.

Meanwhile, the Agency for Persons with Disabilities applied to CMS to continue the
program on a permanent basis. Effective March 1, 2008, CDC+ became a permanent
Florida Medicaid State Plan option under subsection 1915(j) of the Social Security Act
(SSA), as authorized by the Centers for Medicare and Medicaid Services. Additionally,
effective March 1, 2008, the Agency for Persons with Disabilities took over fiscal/payroll
functions and customer service for the program, both of which had previously been
performed by contracted private companies.
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How does CDC+ work?

This section contains a brief overview of how the program works. The rest of this
notebook is devoted to the details — everything you need to know about CDC+.

“Consumer-Directed” means directed by you, the consumer, also referred to as the
CDC+ program participant. You direct your own care and manage your allocated funds.
If you are able to manage the CDC+ program all by yourself, you can do so. If you
need someone else to manage it for you, you may ask a family member or friend to do
so. That person is called a “CDC+ representative”. The CDC+ representative
essentially is your advocate, operates the program on your behalf, and acts in your best
interest. The person who agrees to act as your CDC+ representative is taking on a very
important and responsible position.

Each month you will receive a deposit of Medicaid funds into the account that the state
maintains for you. You will use these funds (called your Monthly Budget) to meet the
needs and goals you identified on your HCBS Support Plan.

In CDC+, you will choose a consultant who is a waiver support coordinator specially
trained in CDC+. This person will provide technical assistance and additional training to
you in the program and is your advisor. After you receive the training for CDC+ using
this notebook and other training materials, and you have obtained the basic skills and
knowledge to manage the CDC+ program, you will complete your enroliment
documents to establish your CDC+ membership. Then you with the assistance of your
consultant will work together on the next steps to start managing your CDC+ budget.

You will determine which services and supports will best meet your needs. You will
make your own choices about who you want to hire to provide services that you need,
such as personal care, companion, and in-home supports. The person or people that
you hire do not have to be enrolled as Medicaid Waiver providers. You can hire a friend
or a member of your family. You will tell your employees how you want the job done.
You determine how much you will pay them. You are in charge. If you do not like the
way the service is provided or if the provider is unreliable, you can terminate the
employee and hire someone else.

You will develop a monthly plan of services (called a Purchasing Plan) that describes
how you plan to spend the funds you will be given each month. If you plan your
monthly services and spending wisely, you may even be able to purchase additional
supports and services that enhance your life that you would not have been able to
purchase on the Home and Community Based Services Waiver. The Purchasing Plan
must be signed by you and your consultant, and approved by the APD Area Office.
Once approved, you can begin receiving services. You will document the services that
your employees provide by having them submit completed timesheets every week.
You will verify the services you have received from agencies and other businesses
(vendors) by signing the invoices they send you for payment. You will pay your
employees and other providers by signing their timesheets and invoices and submitting
timesheet or invoice information to the Agency for Persons with Disabilities via
telephone or the internet for payment. The Agency for Persons with Disabilities will
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pay your employees or vendors using the funds that are placed in the CDC+ account for
you each month.

Every month, you should receive a statement that shows how much was deposited into
the CDC+ account and all checks that were paid out that month. If you have a checking
account, this is very similar to a bank statement that you receive every month that tells
you all the checks the bank has paid and what the bank shows as your official bank
balance. You are responsible for balancing your account each month by reconciling
this statement using the documents in your file to ensure the items listed on the
statement are correct. Your CDC+ consultant should review your statement each
month.

If you need to make a change in an employee or other provider, you can do so. If you
have a change in your health or living situation, you may be awarded a different monthly
budget and need to revise your Purchasing Plan to reflect the new monthly budget.

This is all part of managing the program and making it work for you. Many others have
successfully managed the CDC+ program and you can, too.

What are yvour responsibilities?

With choice comes responsibility — you and your CDC+ representative (if you have
selected one) are responsible for learning how to operate the CDC+ program within the
rules and guidelines in this notebook and to stay informed of all changes. You and your
CDC+ representative are responsible for managing the Medicaid funds provided to you,
and this responsibility must be taken seriously. Mismanagement of funds is grounds for
dis-enroliment from CDC+. Depending on the nature of the mismanagement, you could
even be held personally responsible for an overspent budget. CDC+ staff and your
consultant do not wish to take adverse actions against you or dis-enroll you from CDC+
except when there are no other options, and we will work with you to correct mistakes
should they occur. However, we do want you to know how to manage the program,
which means knowing how and when to update your Purchasing Plan, what forms to
send in when you hire a new employee, and how to keep track of what you are
spending. The CDC+ program has a “Corrective Action” process which is primarily a
“tool” to help you learn from your mistakes and make needed corrections. However, if
you continue to make the same mistakes, at some point a decision may be made that
the CDC+ program is not right for you and you will be returned to the DD/HCBS Waiver.
Naturally, that decision would be the last resort and would only be made after many
failed attempts to correct identified problems.

This CDC+ Participant Notebook explains the CDC+ program in detail. It is important
that you take time to study this information, ask questions and learn to use the notebook
for reference in the future. Another excellent reference is the Agency’'s CDC+ website
at http://apd.myflorida.com/cdcplus/. If you have access to a computer, you should
check that site often for the latest news about the program, its policies, procedures, and
upcoming events. Of course, this information will also be passed along to the Area
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offices and your consultant to provide to you, but it is strongly recommended that those
with Web access stay informed via the website.

Itis a privilege to be part of such an innovative program as the CDC+ program. On
average, CDC+ participants are happier with the services that they receive than regular
waiver participants. CDC+ has many participants who have used the freedom and
flexibility of this program to dramatically improve their lives. We hope that you will do
your part to make it the best consumer-directed program in the nation, and we hope that
you will find the program very rewarding.

CDC+ Services Required by CMS

The federal Centers for Medicare and Medicaid Services (CMS), which provides the
funding and authority for CDC+, has mandated that the state’s CDC+ program provide
two distinct support services for participants:

O Consultant services and
O Financial services.

Consultant services are provided by Waiver Support Coordinators who have received
special training on the CDC+ Program. The consultant’s job is to provide you with
continuing training and to help you meet your responsibilities within CDC+, not to make
choices and decisions for you or to do the work you are expected to do and should do in
a self-determined program, such as write your own Purchasing Plan.

Financial services are provided by an entity called a Fiscal/Employer Agent (F/EA).
The F/EA provides monthly statements, pays your employees and other providers,
withholds the correct employee taxes from your employees’ pay checks, withholds your
employer taxes based on the employees’ pay checks, and pays your employer taxes to
the IRS and to the Florida Department of Revenue. The F/EA also produces

end-of- year IRS Form W-2s for all your employees and Form 1099s for all your
independent contractors and reports those forms to the IRS.

A complete explanation of the roles of both the consultant and the F/EA is in the Roles
and Responsibilities section of this notebook.
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Your Safety
When the CDC+ demonstration phase started in 2004, CMS added two requirements to
the program in response to findings during the early research phase:

O Background screening of all employees, except for immediate family, and

0 Two emergency back-ups for every critical service.

When CDC+ became a permanent Florida Medicaid State Plan option under subsection
1915(j) of the Social Security Act (SSA), another requirement was added to ensure your
safety:

O Emergency Back-Up Plan

In order to participate in CDC+, every participant must develop an emergency back-up
plan before his or her first purchasing plan is approved. This plan is to be re-assessed
annually during the support planning process and initialed/dated by the
participant/representative and consultant (form can be found in the Appendix D).

O Your employees must be background screened.

It is your responsibility to conduct background screenings on all your directly hired
employees. You should not pay for any cost of employees’

Requiring that you perform a background screening on all your employees is the
only way the state and federal governments have to ensure your safety when you
hire employees who will be paid with state and federal funds. Such screening will
not protect you 100%, but it will ensure that those with serious criminal records will
not become your paid caregivers. Some minor criminal offenses are considered
“non-disqualifying,” meaning that people with minor offenses in their past may be
eligible to work for you. For your protection, all individuals rendering care to a CDC+
participant must:

[ Be a Medicaid-enrolled provider who underwent background screening at the
time of their enrollment into the Medicaid program and who remains in good
standing in the Medicaid program; or

( Pass a Level 2 background screening; or

O Provide proof of a State of Florida Level 2 background screening, the
outcome of which was a finding of no disqualifying offenses.

The background screening will be conducted in accordance with Chapter 435,
Florida Statutes and shall be at a minimum a Level 2 background screening.
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O

Independent Contractors and employees or Agencies/VVendors who provide direct
care to you must be background screened.

Agencies and independent contractors in the private sector who are not enrolled in
the Medicaid program but who offer to provide services to you should be aware of
the Florida law that requires them to undergo a Level 2 background screening if they
provide direct-care services to persons with developmental disabilities. It is the
responsibility of the independent contractor, vendor, or agency to ensure this
background screening has been conducted in accordance with Chapter 393, Florida
Statutes. You, as the consumer, or your representative, are responsible for making
sure that the person who provides direct-care services has been background
screened in accordance with the law.

Employees, agencies, employees of agencies, vendors, and independent contractors
pay all costs associated with their own background screening.

You must have two emergency back up providers for every primary provider that you
determine provides a critical service.

When completing your Purchasing Plan, you must determine if any of the services
on the plan are “critical.” That means that if the provider of that service failed to
show up for work or had to take the day off at the last minute, and you did not have
anyone to perform that service, you would be in serious difficulty. In CDC+, the
Personal Care Assistance (PCA) service is always considered “critical” because
without that particular service, many people would either have to stay in bed all day
or would not be able to bathe or get dressed or take care of other important needs.
So the program requires two emergency back-up providers for every person who
provides PCA services. If you need other services that are so important that your
health or safety would be jeopardized if your provider did not show up, then that
service is critical and you must plan to have two other providers (employees or
agencies) whom you can count on to come and provide that service at a moment’s
notice (or at least by calling them a day or two in advance if your regular provider is
able to give you that kind of advance notice).

Your emergency back-up providers are just as important as, if not more than, your
regular providers because they have to be ready to provide the service whenever you
call them. Therefore, they have to be background screened and enrolled with the
fiscal employer agent just like your other providers in case you need to use them.

Abuse, Neglect, Fraud and Exploitation

The words fraud, abuse, neglect, and exploitation can be frightening. You, as an
informed person, need to know what these words mean. Please be aware that as
sad as it may seem, professionals, friends, and even family members sometimes
commit fraud, abuse, neglect, and exploitation. An informed person will recognize
the signs of fraud, abuse, neglect, and exploitation so you can avoid these problems
whenever possible.
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Since there is not a typical description of someone who is likely to commit fraud,
abuse, neglect, or exploitation, you need to be careful about whom you hire. Watch
out for employees who ask if anyone else is around during the day or how much
money you have in a savings or checking account. All of this information could be
used by someone planning to defraud, abuse, neglect, or exploit you.

Abuse means any willful act or threatened act by a caregiver that causes or is likely
to cause significant impairment to a vulnerable adult or child’s physical, mental, or
emotional health. Abuse is a deliberate act that causes physical or mental injury.
Abuse includes acts and omissions.

Examples:
O Your caregiver forcefully grabs or restrains you.
O Your caregiver says unkind or demeaning things to you.

3 Your caregiver calls you names or talks to you as if you were a child;
e.g., "l can't believe you asked me such a stupid question."

(3 Your caregiver makes you clean up after him or her.

If you live in your family’s home and you are expected to

” contribute to the overall housekeeping chores, this is not
abuse if everyone in the household is contributing relatively
equally to the overall housekeeping chores. However, if you
live with a roommate, and your roommate makes you do all
the chores, this would be considered abuse.

Neglect means the failure or omission on the part of the caregiver to provide the
care, supervision, and services necessary to maintain the physical and mental
health of a vulnerable person. Neglect also means the failure of a caregiver to make
a reasonable effort to protect a vulnerable adult from abuse, neglect or exploitation
by others. Neglect is repeated conduct or a single incident of carelessness which
produces or could reasonably be expected to result in serious physical or
psychological injury, or a substantial risk of death.

Example:

O You hire an employee to get you out of bed and dressed in the morning and
he/she continually arrives several hours late. This is neglect.

O Your caregiver is supposed to give you a particular medication at certain
times of the day, but is frequently late in giving you the medication and
sometimes doesn't give it to you at all. This is neglect.
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Exploitation means knowingly, by deception or intimidation, obtaining or using, or
attempting to obtain or use a person'’s funds, assets, or property with the intent to
temporarily or permanently deprive the person of the use, benefit, or possession of
the funds, assets, or property for the benefit of someone other than the vulnerable
person.

Example:

O Your employee takes something of value from you without permission. For
example, taking your television, VCR or automobile without asking your
permission is exploitation.

O Your employee asks to use your credit card to purchase items you need
(food, supplies, etc.). Your employee purchases those items, as promised,
but also makes note of your credit card number and expiration date and later
uses that information to purchase things online for himself. This is
exploitation.

”

| Never give your employee your credit card or your check book.

Fraud is the intentional twisting of the truth to trick someone into giving up
something of value (usually money) or to surrender a legal right.

Example:

O A provider put hours on their timesheets that they did not work. This is fraud.

Who to Tell if You Suspect Abuse. Neglect, Exploitation and Fraud:

Abuse, neglect and exploitation are complex problems and are often difficult to
recognize. Everyone has a responsibility to make a report when abuse, neglect or
exploitation is suspected. If you think that you are a victim of abuse, neglect or
exploitation or you suspect someone else is a victim, you should report it
immediately. Call your consultant or the Florida Abuse Hotline (toll free) 1-800-962-
2873 (1-800-96-ABUSE) or (850) 487-4332 (TTY). The Department of Children &
Families (DCF) investigates all reports of abuse, neglect and exploitation called into
the Florida Abuse Hotline.

Medicaid Fraud is a crime against all taxpayers and is a state and federal offense.
Medicaid money that is taken from you by dishonest people or spent inappropriately
leaves less money for Floridians who need Medicaid services to remain healthy,
independent, and living at home. Without these services, people who need help
would be forced to go to a nursing home or other facility. Not only is facility care
less desirable to most people, it is also extremely costly to the state and federal
governments.
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Example:

O Your employee calls in his or her timesheet or enters his or her timesheet
online for payment. The hours entered are more than actually worked. This is
fraud.

P No matter how honest you believe your employees and vendors to
be, never allow your employees or vendors to enter their timesheets
L= and invoices into the payroll system. Never share with anyone other
than your representative any user names or passwords issued to you
by the CDC+ program. You are personally responsible for every timesheet
and every invoice submitted for payment.

(3 You or your representative approve more hours on a timesheet than were
provided;

3 You bill for services that were not provided;
O You pay someone for services that were not provided;

O You purchase and then pay for or receive reimbursement for services or
supports that were not approved by the Area Office; and

O You pay one person for services actually provided by someone else. (This is
also tax fraud.)

Wh TellifY Medicaid Fr

All suspected Medicaid fraud should be reported immediately by calling the Agency
for Health Care Administration at 1-888-419-3456, toll free.
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IV. GENERAL PROGRAM OVERVIEW

In this section, you will learn about the different agencies and people who play
important roles in the operation and management of the Consumer Directed Care Plus
Program (CDC+).

Since CDC+ is a Medicaid program, it is funded in the same way that other Medicaid
programs are funded. Currently, about half of the funding for the program comes from
the federal government, and about half comes from the state government. The federal
agency responsible for overseeing Medicaid is called the Centers for Medicare and
Medicaid Services (CMS). In Florida, the agency that administers Medicaid funding is
the Agency for Health Care Administration (AHCA). AHCA is responsible for writing the
Medicaid State Plan that describes the Medicaid services people in Florida are eligible
to receive. AHCA is also responsible for reviewing and approving all Medicaid Waiver
applications that various agencies write. For example, AHCA is responsible for making
sure the Home and Community Based Services Waiver that is written by the Agency for
Persons with Disabilities is consistent with the requirements of CMS and for submitting
it to CMS for approval. AHCA is also responsible for reviewing and approving the
Medicaid Waiver Handbook that describes the services the Medicaid Waiver is allowed
to offer participants who are eligible for the Waiver.

AHCA is the lead agency for the CDC+ Program. AHCA must review the program the
Agency for Persons with Disabilities wishes to provide, make sure it meets the
guidelines within which it must be written, and submit it to CMS for approval. AHCA
plays a very important role in CDC+ because they are the official liaison between APD
and the federal government on matters relating to CDC+.

In the next few pages, you will see the structure of the program within the Agency for
Persons with Disabilities and learn how the program “flows” from start to finish. This
general overview is intended to set the stage for the more detailed training that will
follow.
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Consumer Directed Care Plus (CDC+)
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CDC+ Program Overview — Steps to and through CDC+

l. Pre-Training

1.  APD staff provides general overview of CDC+ to participant/family
a. CDC+ Monthly Budget Explanation
b. CDC+ Monthly Budget Calculation

2. Participant/family decides to apply.

3. Participant requests and receives application package from APD Area
Office. Package includes:

a. Application and Instructions

b. Participant Information Update Form

c. How to Calculate a CDC+ Monthly Budget
d. Consultant Selection Package

e. Participant/Consultant Agreement

f. Representative Agreement

g. Employer-Employee Agreement

h. CDC+ Consent Form

4. Participant selects a waiver support coordinator (WSC) who is also a CDC+

consultant.

a. Participant/Consultant Agreement is signed by both.

b. WSC updates APD’s data system to become participant’s WSC at this
point.

5. Participant selects a CDC+ representative (if one is needed).

a. Representative Agreement is signed by participant and CDC+
representative.

6. WSC/Consultant meets with participant, provides CDC+ monthly budget
amount to participant based on current Cost Plan, completes application.

7. Consultant submits application to APD Area Office.

8. APD sends training and enroliment package to participant.

9. APD sends Budget Authorization Form to the WSC/Consultant.

Il. Training

10. APD staff provides comprehensive training to participant.

11. Participant or the selected representative is able to demonstrate that he or
she understands the materials and has basic skills to manage CDC+
budget.

Ill. Enrolling

12. Participant decides to enroll in CDC+.

13. Participant signs CDC+ Consent Form.

14. Participant, with WSC/Consultant assistance, if needed, completes CDC+

enrollment forms and submits them to APD Central Office.

23 of 101 Updated 12/1/2009



IV. Planning Supports and Services

15.

Participant works with WSC/Consultant to identify desired supports and
services to meet needs and goals.

V. Interviewing and Hiring Providers / Associated Paperwork

16.

17.

Participant interviews and hires all providers; obtains all provider packets;
appropriate screening information and prepares for submission to APD.
Participant submits appropriate background screening information and
receives background screening clearance for new employees.

VI. Developing and Submitting the Purchasing Plan for Approval

18.

19.

20.

21.

22.

Participant, with WSC/Consultant assistance, completes first Purchasing
Plan.

Participant submits Purchasing Plan and provider packets and background
screening clearance documents to WSC/Consultant.

WSC/Consultant completes Budget Authorization Form and submits it along
with first Purchasing Plan and all required accompanying documents to
Area Office.

Area Office updates APD’s data system (ABC) to change WSC Provider
number to CDC+ Consultant Provider number and to change all other
provider numbers to indicate that the participant is a CDC+ participant and
will hire his or her own providers.

Area Office approves Purchasing Plan and submits it with provider packets
and background screening clearance letter to APD Central Office.

VII. Processing the Purchasing Plan and Provider Packets

23.

24.

APD Central Office enters Purchasing Plan into CDC+ Purchasing Plan
authorization system.

CDC+ Fiscal Unit reviews and enters all provider packet data into the
payroll database.

VIII. Receiving and Accepting Services

25.

26.

Participant starts receiving services on or after the first of the month
specified as the effective date on the Purchasing Plan. (If delayed for any
reason this must be coordinated with consultant to ensure there is no lapse
in services between the Waiver and CDC+.)

Directly hired employees authorized on current approved Purchasing Plan
complete timesheets showing all time worked according to the CDC+
workweek (12am Monday-11:59pm Sunday). The timesheets are
submitted to participant at the end of each workweek).

IX. Paying Providers/Managing Budget

27.

28.

Participant reviews and approves timesheets and submits payroll
information either online or via telephone to APD.

Providers who are agency/vendors or independent contractors submit
invoices to participant for the services and supports they have provided
(usually a full month of services, but may be partial month).
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29.

30.
31.
32.
33.

Participant reviews and approves invoices and submits payroll information

either online or via telephone to APD.

APD processes payroll and authorizes payment to providers.

APD’s check writing company sends paper pay checks to participant.

Participant gives pay checks to providers.

If employees or vendors have completed the paperwork for direct deposit,

their paychecks are deposited directly into their accounts and the participant

is mailed a check stub showing what was deposited. The participant is

responsible for providing the employee or vendor with a copy of the direct

deposit check stub as soon as it is received in the mail.

a. Participant contacts CDC+ Customer Service if he or she has any
questions about payroll that the WSC/Consultant cannot answer.

X. Reconciling Bank Statement

34.

35.

36.

Participant receives Monthly Statement; WSC/Consultant receives copy of
Monthly Statement.

Participant compares all items submitted for payment to the Monthly
Statement.

WSC/Consultants providing full (as opposed to limited) services contact
participant and go over Statement and make sure needs and goals are
being met or being worked on and all is going well.

Xl. Making and Processing Changes

37.

38.

39.
40.

Participant advises WSC/Consultant of any changes in address or any other
information that was on the participant's CDC+ application; WSC/Consultant
completes Participant Information Update form with updated information

and submits to Area Office.

Repeat items #27-37 until any of the following occur:

a. Participant wishes to make a change in services/supports within current
budget, in which case,

b. Participant revises Purchasing Plan and submits a Purchasing Plan
Update to the WSC/Consultant, along with provider packets for all new
providers.

OR

c. Participant has a change in situation and must update the Support Plan,
which results in an increase or decrease in budget, in which case,

d. Participant revises Purchasing Plan and submits a Purchasing Plan
Change to the WSC/Consultant, along with provider packets for all new
providers.

Purchasing Plan approval process is repeated.

Participant may start receiving new services on the first of the month per the

effective date on the approved Purchasing Plan.

XIl. Dis-enrolling

41.

Program continues in this fashion until participant either voluntarily or
involuntarily dis-enrolls from CDC+. See Section XVII for more details.
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Roles and Responsibilities of the People Involved in CDC+

To be successful in the CDC+ program, you need to have a good understanding of what
is expected of you as a participant. You also need to understand the roles and
responsibilities of people around you, who are there to help you succeed.

The Participant
As a CDC+ participant, you have some basic rights and responsibilities. For

example, you have the right to purchase services, but you are responsible for
making sure the services that you get are meeting your needs.

You have the right to:

Q

Be safe

Be treated with courtesy, consideration, and respect

Trust your instincts

Agree or disagree with others

Make decisions about your services

Ask questions until you understand

Privacy

Personal dignity

Be free from mental and physical abuse

Know about all administrative fees

Receive a report of how you have spent your monthly budget
Return to your previous way of obtaining services if you prefer

I [ S [ [y U B [ [ [ [

Voice and make a written complaint at any time about consultant or APD
services and expect a prompt response.
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Along with your rights come responsibilities.

You have the responsibility to:

)
0

a a

aoaaag

Communicate clearly and openly with your consultant and your employees.

Keep track of the balance of your monthly budget so that you do not over-
spend.

Purchase only the services and supports that have been approved on your
Purchasing Plan by the APD Area Office.

Allow your employees to start working only after the Purchasing Plan on
which they first appear has been approved by the APD Area Office.

Submit all payroll information (especially employees’ timesheets and vendors’
invoices) on time according to the payroll calendar either via the CDC+
website or via telephone.

Contact CDC+ Customer Service within 30 days after receiving your
statement if (after talking with your consultant) there is anything that you do
not understand or if you cannot get the balance on your statement to agree
with your records.

Maintain a file of all program documents to include the original Purchasing
Plan and background screening results, employee timesheets signed by
employee and approved by you or your representative, Request for Vendor
Payment Forms and Vendor Invoices, Request for Reimbursement Forms
and Invoices. All documents must be provided to APD staff within three
business days any time they are requested for monitoring purposes.

Comply with all tax and labor laws.

Notify your consultant as soon as you are admitted to a hospital, nursing
facility, rehabilitation facility, or intermediate care facility.

Notify your consultant of any changes in your needs.

Be considerate and respect the limitations of others.

Choose a CDC+ representative to act on your behalf, if necessary.
Abide by policies, procedures, and deadlines of your APD Area Office.
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Roles of the Participant

Decision Maker: You decide if you can manage CDC+ requirements yourself
or if you need someone to help you, or even do it on your behalf. The person
who manages CDC+ on your behalf is called a CDC+ representative.

You make decisions about the best way to meet the needs identified on your
Support Plan/Cost Plan, receive and use goods and services, and then judge
how well they work for you — making changes as needed.

You decide what to buy with your CDC+ budget, where you buy, and from whom
you buy. You make purchases according to the CDC+ guidelines.

Trainee: The participant who does not select a CDC+ representative must
receive training on the CDC+ program. This training will be provided by Central
or Area office stall of the Agency of Persons with Disabilities and with additional
training and technical assistance to be provided by the Consultant.

Employer: In the eyes of the IRS, you are considered a small household
business.

O You are in charge.

O You find, hire and manage the people who work for you.

O You make sure that your employees are enrolled in the payroll system so
they can get paid.

O You train your own employees and schedule when you want the work
done.

O You let your employees know if they are or are not doing things the way
you want.

O You determine how much to pay your employees based on the available
funds from your CDC+ monthly budget.

O You review the hours your employees worked and sign your employees’
timesheets to authorize their paychecks.

3 You pay your employees and other providers on time (payments are
processed by APD, but you must enter payroll information online or via
telephone in order for APD to make payments).

Authorized Signer: If you do not have a CDC+ representative, you sign all of
the following documents:

O CDC+ Consent Form

O Purchasing Plan and all changes and updates, including Quick Update
form
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Employee Timesheets

Vendor Invoices to confirm services rendered
Request for Vendor Payment Forms

Request for Reimbursement Forms
Employer/Employee Agreement

aaaaaa

Consumer/Consultant Agreement

O Corrective Action Plan (CAP) should one ever be necessary

The following official documents must be signed by the participant, in whatever
manner the participant is able to sign or make a mark that is witnessed:

O Informed Consent for the Fiscal/Employer Agent

IRS Form 2678 — Employer Appointment of Agent

IRS Form 8821 — Tax Information Authorization

IRS Form 2848 — Power of Attorney & Declaration of Representative (IRS)

FL Form DR-1 — Application to Collect and/or Report Tax in Florida. The
Legal Guardian can sign in the place of the participant, but must indicate
that the person who signed is the Legal Guardian. The participant’s
guardianship papers should be on file with the Agency for Persons with
Disabilities. If they are not, then they must be submitted with Form DR-1

Qaaan

O FL Form DR-835 — Power of Attorney & Declaration of Representative
(Florida Department of Revenue)

Custodian of Public Money: You will use your budget responsibly. The CDC+
Monthly Budget must be used to meet the long-term care needs identified on
your Support Plan/Cost Plan.

Manager of the CDC+ Program: You will understand the necessary steps to

take when there are issues that must be resolved regarding payroll, Purchasing
Plans, employees, etc. You will maintain a positive relationship with the APD
Customer Service Unit at all times. When you receive your monthly statement,
you will reconcile the balance with your records to make sure your records agree
and you are staying within your CDC+ monthly budget. You will maintain an
organized filing system of the paperwork associated with your participation in the
CDC+ program. This includes employees’ files, copies of payroll submissions,
copies of checks, copies of completed CDC+ forms, monthly statements, monthly
account reconciliations, current and all previously approved Purchasing Plans,
and the current approved Support Plan/Cost Plan, etc. You will maintain these
CDCH+ files for a period of 6 years. If you dis-enroll from the CDC+ program, you
will turn your files over to the APD Area Office so that they will be available in the
event of an audit.
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The Representative

If you cannot manage the CDC+ program on your own, you may ask a friend or
relative to manage it for you. The CDC+ representative has a very responsible
position. Your CDC+ representative must be present in your life to the extent that
he or she knows you well and knows and can advocate for your needs. Your CDC+
representative must be readily available to you and your consultant because he or
she needs to be able to update your Purchasing Plan, process all of your paperwork,
sign timesheets and invoices, and enter or call in payroll information so that your
providers get paid on time.

Roles of the Representative

Participant’s agent: The CDC+ representative’s overall role is to make the best
decisions and choices on behalf of the participant and to manage all CDC+ care
and financial responsibilities. Therefore, the role of the CDC+ representative is
basically the same as that of the participant. In order to be a successful CDC+
representative, he or she must understand your needs, advocate for those
needs, be creative in meeting those needs, and be careful and well organized
when processing CDC+ paperwork. Because of the legal responsibilities of the
CDC+ representative, a CDC+ representative must be at least 18 years of age.

Trainee: The CDC+ representative must receive training on the CDC+ program
before he or she can officially act in the capacity of CDC+ representative. This
training will be provided by Central or Area office staff of the Agency for Persons
with Disabilities and with additional training and technical assistance to be
provided by the consultant.

Advocate: The CDC+ representative is intimately involved in the life of the
participant and supports his or her wishes and needs in discussions with the
consultant, as well as APD Area Office and Central Office staff.

: The CDC+ representative is responsible for
completing the Purchasing Plan on behalf of the participant, and making sure
that the plan developed is realistic and sufficient to meet the needs and goals
identified in the participant’s support plan.

Authorized Signer: Although the role of the CDC+ representative is essentially
the same as the role of the participant, only the participant is considered the
Employer of Record.

The CDC+ representative is authorized to sign on the participant’s behalf:
O CDC+ Consent Form

O Purchasing Plan and all changes and updates, including Quick Update
form
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Employee Timesheets

Vendor Invoices to confirm services rendered
Request for Vendor Payment Forms

Request for Reimbursement Forms
Employer/Employee Agreement
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Participant/Consultant Agreement
Corrective Action Plans (CAP)

a

The following official documents can only be signed by the participant:

Q

Informed Consent for the Fiscal/Employer Agent

IRS Form 2678 — Employer Appointment of Agent

IRS Form 8821 — Tax Information Authorization

IRS Form 2848 — Power of Attorney & Declaration of Representative (IRS)

FL Form DR-1 — Application to Collect and/or Report Tax in Florida. The
Legal Guardian can sign in the place of the participant, but must indicate
that the person who signed is the Legal Guardian. The participant’s
guardianship papers should be on file with the Agency for Persons with
Disabilities. If they are not, then they must be submitted with Form DR-1.

Qaaa

O FL Form DR-835 — Power of Attorney & Declaration of Representative
(Florida Department of Revenue).

The CDC+ Representative’s Relationship to the Participant: It is essential that
the CDC+ representative involve you as much as possible in decisions regarding
your needs, wishes, services, budget and satisfaction with services. Whenever
practical, you should be involved in writing the Purchasing Plan, hiring employees
and setting their work schedules. The CDC+ representative cannot be paid to be a
CDC+ representative, nor can the CDC+ representative be your paid employee.
However the CDC+ representative may be an unpaid caregiver listed on the
Purchasing Plan as a backup to a primary provider of a critical service.

The CDC+ Representative Agreement: The CDC+ representative is required to
sign a Representative Agreement’. By signing this agreement, your CDC+
representative is telling you that he/she understands and accepts the responsibilities
of a CDC+ representative.

' The Representative Agreement form is available in Appendix D of the Appendix to the Participant
Notebook at www.apd.myflorida.com/cdeplus/ or you can obtain a copy from your CDC+ consultant.
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The Consultant

Consultant services for individuals with developmental disabilities will be provided by
Waiver Support Coordinators who have been trained by Consumer-Directed Care
Plus (CDC+) staff in the overall philosophy of self-direction and specifically in the
operations of the CDC+ program. Each trained consultant receives a certificate of
training from the Agency for Persons with Disabilities. Consultants must sign a
Memorandum of Agreement for Consultant Services with the local APD Area
Administrator, be enrolled as a Medicaid Provider for CDC+ and submit a Consultant
Registration Form to APD before he or she is allowed to provide consultant services
for you.

The minimum requirements of a Consultant in accordance with the 1915j are
identified in this section under the different headings.

Roles of the Consultant

Waiver Support Coordinator. Your consultant must perform certain duties of a

waiver support coordinator in addition to being your consultant. That means the
consultant is responsible for your annual support planning process or whenever
necessary due to a change in your needs or health status. Your consultant will
continually assess your risk for abuse, neglect and exploitation. He or she will
ensure your Medicaid eligibility by providing all assistance necessary to maintain
your Medicaid benefits.

Trainer: Your consultant will provide technical assistance to help you meet your
responsibilities under the CDC+ program.

Advisor: Your consultant will give you information and support when you need it
for matters such as choosing a different support/service to meet your current
needs and planning for future needs. Your consultant may make suggestions on
how to select, train, and supervise your workers.

Contacts: Your consultant is required to have a monthly contact and visit you in
your home or community activity no less than once per six-month period (bi-
annually). Monthly contacts may be in the form of phone calls or in person,
whichever is the preferred method of the consumer.

Coach: Your consultant answers your questions, provides information, and may

offer suggestions. Your consultant is available during each monthly contact to
discuss your ideas and issues related to your CDC+ program.

32 0f 101 Updated 12/1/2009



Resource Person: Your consultant will tell you about the resources that are
available to you in your community. Your consultant may give you tips on how
other CDC+ participants may have used the program creatively to meet their
needs, and also tell you about peer support activities in your community.

Custodian of Public Money: Your consultant is required to make sure that you
spend your CDC+ budget to meet your long-term care needs. Your consultant

will review your cash check log each month (if applicable) to ensure all guidelines
and rules for using cash are being followed. The consultant will receive a copy of
your Monthly Statement from APD. It is his or her job to review what you have
purchased and compare it to your Purchasing Plan. Your consultant is required
to call you if he/she has any questions about how you are spending your budget.
If you are dis-enrolled from CDC+, your consultant is responsible for assisting
you with the final close-out of your CDC+ account by assuring that all outstanding
timesheets and invoices for services provided during your time on CDC+ have
been submitted for payment and documented.

Documentation: Your consultant will maintain documentation of all home visits
and monthly contacts in his or her file.

Full and Limited Coordination: If you receive full coordination services and
change representatives during your participation in CDC+, your consultant will
assist in the training of your new representative. If you receive limited
coordination services and change representatives during your participation in
CDC+, the Area Office will assist in the training of your new representative.

It ibility to call itant if {inf i hel

You are welcome to call your consultant during normal business hours if you
need help. A big part of your consultant's job is to give you:

O Information
O Support
0 Answers to your questions

Ask your consultant to tell you his or her hours of operation for CDC+ and the
best time to reach them by phone. Although you are expected to increase your
independence as you learn to self-direct your supports/services in CDC+, your
consultant is available during the hours they have provided you for assistance
and guidance. You should regularly communicate with your consultant to keep
him or her informed of any changes in your life or your circumstances.
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The Area CDC+ Liaison (Your Local Office)

Every APD Area Office has a CDC+ Liaison who is responsible for administering the
CDC+ program at the local level in accordance with policies established by the

CDC+ Central Office. In some areas, there may be more than one person assigned
to CDC+. In most areas, personnel assigned to CDC+ have other job duties as well.

Roles of the Area CDC+ Liaison

The roles listed below are the roles of the area office; the degree to which the Area

Liaison in your APD Area office personally performs these duties may vary from
area to area.

O Trainer: When enrollment for the program is open, provides general
program overview to individuals interested in the CDC+ program. This may
be done in a group or individually.

O Budget Authorizer: Calculates and authorizes the individual’'s CDC+
monthly budget before it is “given” to the participant to develop a Purchasing
Plan.

O Approver: Reviews and approves participants’ Purchasing Plan and other
program forms.

O Background Screening Processor: Processes participants’ employee
background screenings.

O Program Overseer: Oversees local program operations and corrective
action plans.

O Liaison: Facilitates communication between participants, consultants and
the Central CDC+ Program Unit.

The CDC+ Fiscal Unit (Fiscal/Employer Agent)

The Agency for Persons with Disabilities became the F/EA for CDC+ on March 1,
2008. Prior to that time, a contracted private company performed customer service
and all fiscal/payroll duties. The responsibilities of the F/EA are split between the
CDC+ Fiscal Unit and the CDC+ Program Unit. Both units are located in APD’s
administrative offices in Tallahassee.

An F/EA operates under Section 3504 of the IRS Code and Revenue Procedure 70-
6. Before you can start managing your CDC+ budget, you must first “enroll” with the
F/EA. This gives the F/EA the legal authority to process the payroll and withhold and
pay taxes related to your “small household business”. All of your employees and
vendors must also “enroll” with the F/EA so the F/EA has the proper legal documents
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to be able to withhold, report, and pay payroll taxes to the IRS and the Florida
Department of Revenue.

You (and your CDC+ representative, if you have selected one) will automatically be
set up by the F/EA as a vendor so that if you receive a monthly cash check or if you
request reimbursement for any purchases you made from vendors with your own
funds, those payments will not be considered income to you or your CDC+
representative. As you know, any income that you (or your CDC+ representative)
receive could affect you or your CDC+ representative’s eligibility for public
assistance. Reimbursements and cash checks for medical supplies received
through CDC+ will not affect your eligibility for public assistance.

The F/EA is responsible for reviewing and processing employment information,
paying vendors and independent contractors, paying employees in accordance with
the Fair Labor Standards Act, and paying state and federal taxes on your behalf.
You pay the F/EA a monthly administrative fee from your CDC+ budget to provide
these financial services. These fees are deducted from your Waiver Cost Plan
budget in the calculation of your CDC+ monthly budget, as described in

Appendix D?.

Roles of the CDC+ Fiscal Unit (Fiscal/Employer Agent)

Assigns CDC+ Provider ID Numbers: The F/EA checks the citizenship/legal

alien status of your employees based on the information you submit, verifies the
Federal ID number of your vendors, and assigns a CDC+ ID number to all
participants, employees, vendors, and CDC+ representatives. This ID number is
used when paying your providers for services they have provided and for issuing
cash checks or reimbursements to you.

Banker: The F/EA receives the monthly budget amount that is sent each month
from AHCA and maintains it in an account in your name. The F/EA creates and

makes available to you a monthly statement showing the amount of money that

was deposited each month, the purchases that you made during the month, and
the amount of unspent funds left in your account at the end of the month.

Bill Payer: The F/EA receives payroll information for your employees and
vendors that you submit (online or via telephone), makes sure the services were
authorized on the Purchasing Plan, creates pay checks or direct deposits for
your vendors and employees, and mails pay checks to you or your CDC+
representative to give to your providers.

Tax Payer: When you start CDC+, the F/EA, with your authorization, processes
IRS Form SS-4 to obtain a Federal ID Number that is assigned to your

2 Appendix D is available in the Appendix to the CDC+ Participant Notebook at
www.apd.myflorida.com/cdcplus/.
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