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STD. 400A (8-71) CONTINUATION SHEET
} .{ FILIKG ADMINISTRATIVE REGULATI.. &
WITH THE SECRETARY OF STATE

{Pursuant to Govemment Code Section 11380.1)

INFORMATIVE DIGEST

Chapter 30-450, 30-460, Services Program No. 9, In-Home Supportive
Services. The proposed regulations to Division 30 implement,
interpret and make specific provisions of W&I Code Section 12302.2
(AB 3028, Chapter 463, Statutes of 1978). Under the provisions of
W&I Code Section 12302.2, the Department of Socizl Services is
required to perform or assure the performance of all rights, duties
and obligations for the direct pay IHSS recipients regarding unemploy-
ment compensation, unemployment compensation disability benefits,
workers' compensation, federal and state income tax and federal old
age survivors and disability insurance benefits. Prior to this
legislation, the state and counties were not required to perform or
assure performance of these responsibilities.

The regulations being proposed will: 1) establish a payrolling
system. A payrolling contractor will issuve paychecks to individual
providers, except those hired by recipients who are entitled by

law to receive cash grants and pay providers directly. Advance

paid recipients will continue issuing paychecks, less taxes, directly
to their providers. The payrolling system will perform the duties
specified in W&I Code Section 12302.2, except workers' compensation,
for all direct pay recipients including advance paid recipients by
computing tax amounts, withholding funds and filing returns. At
this time state and federal tax amounts will not be withheld, but
will be reported as income: 2) describe the responsibilities of the
counties and recipients under the new payrolling system. Primarily
the counties will authorize payments and supply specified data to
the payrolling contractor; 3) describe the role of the providers.
Primarily the provider will be supplying specified data to the
county; 4) specify that existing labor standards are applicable to
provider compensation and work scheduling:; 5) provide new terminolocy
for the payrolling system, and; 6) renumber some existing regulations
in Division 30.

DO NOT WRITE IN THIS SPACE




STD. 400A {8-71] CONTINUATION SHEET

sFowrd FILING ADMINISTRATIVE REGULATIONS
WITH THE SECRETARY OF STATE

(Pursuant to Gevernment Code Section 11380.1)

The following is a cost breakdown of the budgeted costs and the
estimated maximum employers' share of RSDHI, The 1979-80 costs
are for six months, assuming a January 1, 1980 implementation
date.

mT Federal State County
1979-80 Budgeted Amount for IHSS
Payrolling System ~0- 5,014,800 -0~
Maximum Additional Estimate
for RSDHI -0- 127,400 -0—
1980-81 Budgeted Amount for IHSS
Payrolling System =0- 10,275,900 -0~
Maximum Additional Estimate
for RSDHI -0 1,977,400 -0

Notwithstanding Section 2231 of the Revenue and Taxation Code,
there shall be no reimbursement pursuant to this regulation
because there are savings as well as cost in this program which,
in the aggregate, do not result in significant cost shanges to
local government,

DO NOT WRITE IN THIS SPACE
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JR FILING ADMINISTRATIVE REGULA NS
WITH THE SECRETARY OF STATE

{Pursvont to Government Code Section 113B0.1)
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Amend Section 30-453 to read:
30-453 SPECIAL DEFINITIONS 30-453

Following are definitions of terms used in these requlations listed
in alphabetical order:

Base Rate -~ The amount of payment per unit of work before any

premium is applied for overtime or related extraordinary payments.

CRT - Cathcde Ray Tube - A device commonly referred to as a terminal

which is used to enter data into the IHSS payrolling system.

CRT County = A county in which one or more CRT's have been located

allowing the county to enter its data directly into the payrolling
system.

Direct Payment -~ Payment made directly to a severely impaired recipi:

at the beginning of each authorized service month.

Employee - The individual provider of IHSS or a business other than

a2 contract agency providing IHSS on an individual basis such as a

cleaning firm.

Employer - The recipient of IHSS when such services are purchased

from an individual or a business other than a contract agency.

Hours Worked - The time during which the provider is subject to the

control of the recipient, and includes all the time the provider is

required or permitted to work, exclusive of time spent by the provid:

traveling to and from work.
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30-453 SPECIAL DEFINITIONS (Continued) 30-453

 Housemate — A person who shares a living unit with a recipient. A live-in b-mvider is not
considered a housemate.

Landlord/Tenant Living Arrangement — This shared living arrangement is considered to
exist when one housemate {landlord) allows another {tenant) to share housing facilities
in return for a monetary or in-kind payment for the purpose of augmenting*the landiord’s
income. A landlord/tenant arrangement for the purposes of these regulations is not
considered to exist between a recipient and his live-in provider. Where housemaies
share living quarters for the purposes of sharing mortgage, rental, and other expenses, :
a landlord/tenant relation does not exist, though one housemate may customarily
collect the payment(s) of the other housemate(s) in order to pay mortgage/rental
payments in a lump sum. _ = e . G e

Live-In Employee — A live-in provider, a compensated housemate who

is providing services, but not a personal attendant.

. Live-In Provider - A provider who is not related to the recipient

and who lives in the recipient's home expressly for the purpose of
providing IHSS funded services.
Minor - Any person under the age of eighteen.
. _ﬁ;; .l:\.I_c-)-:;e;err;btnlﬁi:o-me — income remaining after atiowing all apblicéble income dis?é_«;;_a_ra_s—'
and exemptions.
. Own Home — The place in which an individual chooses to reside. For purposes of these |

regulations, an individual’s “own home™ does not include an acute care hospital, skilled
nursing facility, intermediate care facility, community care facility, or a board and care
facility. A person receiving an SS5I/SSP payment for nonmedical out-of-home living
arrangement, is not considered to be living in his/her own home. '

Paggr Countx - A county which sends its data in paper document form

for entry into the payrolling system to the IHSS pavrolling contracto:

__I_’_;_iy:;:ent ll’éi-io.é — The time period for which wages are paid. There are two pav—on-

veriods per month corresponding to the first. of the month thru the fifteenth o5 &t

month and the sixteenth of the month thru the end of the month. ]
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. appropriate employ

30-453 SPECIAL DEFINITIONS {Continued) 30-453

Payroll Cycle - The cycle of processing timesheets, not Previouslw

processed, five times a month to issue checks.

_ggpdor to issue paychecks to individual providers of IHSS,

to withhold the -

ee taxes from the providers wages, to calculate the

employe r’s taxes,

and to prepare and file the appropriate tax return.

Personal Attendant - A provider who is employed by the recipient

and, as defined by 29 CFR 552.6, who spends at least eighty

Percent of his/her time in the recipient's employ performihg the

following Services:

- = —— - = P—

Preparation of meals (as provided in 30-457. 31)

a.
b. Meal clean-up (as provided in 30-457.32)

£: Planning of menus (as provided in 30-457.33)

d. Consumption of foed (as provided 4n 30-457.4c)

£. Routine bed baths (as provided in 30-457.44)

£L- Bathing, oral hygiene and grooming (30-457.4¢)

9. DPressing (30-457,4f)
h.

Protective supervision (30-457.7)
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STD. 400A (B8-71)

30-453 SPECIAL DEFINITIONS (Continued) 30-453

R Recnplent — A recipient is a person receiving IHSS Thls mcludes applicants for IHSS when
clearly implied by the context of the regulations. '

. Severely Impaired Individual — An individual with a total assessed need (see 30-463.Z5}
for twenty hours or more per week of service in one or more of the following arezs

{a} Routine bodily functions limited ta: - .
1. Bowel and bladder care, limited to nonmedical services such as assistance wih
enemas, emplying of catheter and ostomy bags, assistance with bed pars,
application of diapers, changing rubber sheets, and assistance with getting ¢
and off commode or toilet (see 30-457.4a),
2. Respiration, limited to nonmedical services such as assistance with sali-
administration of oxygen and cleaning an Intermittent Positive Pressurs
Breathing {IPPB} machine (see 30-457.4b).

3. Routine menstrual care, limited to application of sanitary napklns and externgf
cleaning (see 30-457 j).

(b} Dr.essmg (see 30-457.4 f).

(}:} Meal preparation (see 30-457.31). ;
(d). (ions;L.;mption of food {see 30-457.4 c). - . ) =
e Moving into and out of bed (see 30-457.4 h). PRI

{f) Routine bed bath {see 30-457.4 d).

DO NOT WRITE IN THIS SPACE

< {g) Ambulation (see 30-457.4 k}.

& yems—eT

Shared Living Arrangement — A situation in which one or more recipients reside in the.
same living unit with one or more other persons,

Social Worker — Social service staff who have an MSW or its equivalent in education and
experience as certified by the State Personnel Board. A county which is unable to meet
these qualification requirements shall document such inability in a written statement
to the Department at the beginning of each program year. The Department may grani
a waiver of such requirement for that program year.

T S SR
f—— g

~ Split Shift - A work schedule which is interrupted by nonpaid nonworking

. periods established by the recipient (or socilal services staff for paymezt

computation purposes), other than bona fide rest or meal periods.

a—- d e——y .t i m———h L
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(Pursuant to Government Code Section 11380.1)
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30-453 SPECIAL DEFINITIONS (Continued) 30-453

SSI/SSP ——-Thé Supplemental Sgéhﬁty-‘lncéhé é-EEHS‘t-ate'S'upplement;r‘;hl;ro_g_r-a;r.r_\w a:d-r‘nﬂi_ni-st—ér;ed'
by the Social Security Administration of the United States Department of Health,
Education and Welfare in California. - R o

Substantial Gainful Activity — Work activity that is considered to be substantial gainful
activity under the applicable regulations of the Social Security Administration, 20 CFR
416.932 through 416.934. Generally, this means that the wotk activity must be both
substantial and gainful. Substantial work activity involves the performance of significant
physical or mental duties, or a combination of both, productive in nature. Gainful work
‘activity is activity for remuneration or profit {or Intended for profit, whether or not profit
is. realized} to the individual performing it or to the persons, if, any, for whom it is

~ performed, or of a nature generally performed for remuneration or profit.

- ——— e Sl [T I R U,

———— e — - pui Tas RPN -

Substitute Payee -~ An individual who acts as an agent for the recipient.

Turnaround Timesheet - A three-part document issued by the state payrolling

contracteér and used by the payrolling system which is the paycheck, the

statement of earnings, and the timesheet to be submitted for the next Tay

yeriod. -

§Wbrkdaz = Any consecutive 24 hour period Bééinniﬂg at QL; same time each

écalendar davy. - T o . ' . : -

¢ e e i g i e e i N R

Lo - -

Workperiod - Any unit of time during which work is continuocusly

performed, unbroken by periods off duty, except for compensated

rest periods and on dutg meals.,

————— o e [

¥orkweek - Any seven consecutive days starting with the same caierfdar

5day each week. A workweek is a fixed and regularly recurring period of 158

‘hours, seven consecutive 24 hour periods.

Authority: Section 10553 of the Welfare and Institutions Code.

Reference: Sections 12302, and 12302.2 of the Welfare and
Institutions Code. Section 11550, Title 8 of the
California Administrative Code.

' 9
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ADOPT NEW SECTION 30-464 TO READ:

30-464 Individual Provider Compensation 30-L64

This section incorporates federal and state statutes and regulations ap-

plicable for standards of compensation, work scheduling, and working con-

ditions as they apply to IHSS individual providers (30-467.13). These

regulations are not meant to be exhaustive. In adopting this section, it

is not intended for the county to assume responsibility for enforcement

authority delegated to other state and federal agencies.

+1 Computation of Payment.

.1l Social service staff shall determine the amount of the IHSS pay-

ment required to purchase services to meet the IHSS adjusted

need (as described in 30-463.33).

10
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30-464 INDIVIDUAL PROVIDER COMPENSATION (Continued) 30-464

"..12 ]ff tﬁe services needed do not réquire a specific work schedule,

the THSS payment shall be determined by multiplying the monthly

- adjusted need for IHSS hours by the base payment rate estaolished

by the county, except as prov:Lded in «l4. The work schedule shall

be determined by the recipient and provider, Subject to the

restrictions below.

.13 If the services needed require s Specific sched&ie'of

delivery, (e.g., paramedical Services, and protective

Supervision) the IHSS payment shall be determined in

accordance with .2, except as provided in .14 and .15.-

.14 The hours and rate of compensation avallable for personal

attendant providers, shall be determined by county Ssocial

Services staff. The base rate shall be the minimum necessarv

DO NOT WBITE 1N THIS sPACE

Lo obtain adequate Service to meet the authorized service

_needs of the recipient, These providers are not covered bv .2

.15 The hours and rates of compensation for providers.who are tha

Parents, spouses, or natural or adopted children of the

recipient shall be determined in accordance with .3,

=2 Scheduling Work and Provider Compensation

Recipients shall schedule and compensate work based on the follouwe-

ing Standards except when the provider is a personal attendant o-

the parent, Spouse, natural or adopted child of the employer.

11 . -
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30-464 INDIVIDUAL PROVIDER COMPENSATION (Continued) 30-464

.21 Live-In Emplovess

211 The live-in employee on any workday shall spend no

more than 12 hours on duty and shall have af Jleast

12 consecutive hours off duty.

2212 The provider shall have threé-nonconsecutive of £ duéy hours

during the twelve hour span of work. The schedule for these

.. - periods shall be set by agreement between the recipient agpd

the provider, but consistent with the schedule on ‘which the

rrecipi.ent's needed services must be performed.

.213 If the provider is permitted or required to work

during scheduled off duty periods, he/she shall be

compensated at one and one-half times the base rate.

-214 Live-in providers shall not be required to work mors

DO NMOT WRITE IN THIS SPACE

than five days in a workweek without a day off excert

in an emergency. In such an emergency, the provider

shall be compensated at one and one-half times the

-

base rate for the first nine hours worked on the six=%

and seventh days in the workweek and at two times tre

" base rate for every additional hour on these davs.

12
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30-464

INDIVIDUAL PROVIDER COMPENSATION (Continued) 30-464

022

Non Live-In Employees

-

=221 Services provided during any eight hour period par

day, not to exceed forty hours per workweek, nor

to be provided more than six days in the workweek

shall be compensated at the base rate, except that:

- ——

2+ When the provider is required to work a3 split-shift,

one hour’s pay shall be paid at the minimug vage in

addition to the time actually worked.

«222 In the event that the provider is required to provide more

than elght hours service in any day, more than forty hours

service in any workweek, or to provide services more than

.Eix-days in the workweek, the provider shall be compensated

; at a rate of one and one-half times thg_gggg_za;g_ﬁn;_eagh

hour, or'fraction thereof, in excess of any of these three

standards, except that:

— C el o ——— e oS

8. For every hour or fraction thereof, worked in excess

of eight hours on the seventh day worked during a

workweek, the provider shall be compensated at two

~ Eimes the base rate.

13
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INDIVIDUAL PROVIDER COMPENSATION {Continued) 30-464

30-464

223

.24

A provider, whether live~in or not, who is required to

WOrk seven consecutive davs but whose hours worked 4o not
—_“

exceed thirty hours per workweek and who does not work more

than six hours per day, shall be paid the base rate.

No minor shall be employed more than eight hours in any

«25

workday, nor more than six days a workweek. A minor shall

be paid one and one-~half times the base rate for any time

worked in excess of forgy hours per workweek. Employment

of minors must comply with other provisions of law,

including Wage Order 15-80, particularly Section 3D,

On any day in which the provider was required to report

to work and does report, and is not put to work or works

less than half of the provider's usual or scheduled work

period, the provider shall be paid for one half the ususl

or scheduled workday, but in no event less than for two

hours work, at the rate of the provider's base pay.

14
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30-464 INDIVIDUAIL PROVIDER COMPENSATION (Continued) 30-464

.26 Except when the WOrk period lasts six hours or less, a

Provider shall not be employed for more than five hours

without 3 thirty minute meal period; unless, the meal perio

is considered on duty and shall be counted as time worked,

On duty meal pericds are allowable only when the nature of

the work (e.g., protective Supervision) prevents the

employee from being relieved of all duty and only when

there is a written agreement batween the Provider and

the recipient to this effect.

.27 If the provider works for the recipient six to eight

hours per work day, the provider shall receive two

ten-minute rest periods. If the provider works for the

00 NOT WRITE IN THIS SPACE

recipient four to zix hours per work day, the provider

shall receive one ten-minute regt period. If the provider

works for the recipient less than three and a half hours,

the provider is not entitled to receive a compensated

rest period. The rest period shall occur as close to

the middle of the work period as possible and shall be

compensated, that is, shall not result in a reduction in

pay.

15
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30-464 INDIVIDUAL PROVIDER COMPENSATION (Continued) 30-464

.3 Scheduling provider work and compensation when the provider is

the parent, spouse, or natural or adopted child of the recipient.

«31 If the provider is a live-in employee, the provider shall

be compensated at the base rate for any hours worked.

.311

Live-in employees who are the parent, Spousea, or

.312

natural or adopted child of the recipient are not

entitled to overtime compensation.

In determining the provider's work schedule the

recipient and the provider shall agree on when free

periods shall occur including Sleeping time, meal

time, and other periods of complete freedom from

work responsibilities. Free periods are those during

which the provider may leave the Premises Or remain

on the_g;emises for purely personal pursuits. Such

periods, in order to be disregarded for compensation

_purposes, must be sufficient in length so that the

employee may make effective use of the time. If the

provider is called upon to work during a free period,

such as the sleeping period, the period on duty must

be counted as time worked.
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STD. 400A (8-71) CONTINUATION SHEET
FOR FILING ADMINISTRATIVE REGUL ONS
WITH THE SECRETARY OF STATE

{Pursuant to Govemment Code Saction 11380.1)

30-464 INDIVIDUAL PROVIDER COMPENSATION {Continued) 30~464

.32 Non live-in employees shall be compensated at the basge

rate for the first fortz_hours worked during a workweek.

Each hour, or fraction thereof, worked in excess of forty

hours during a workweek shall he compensated at one and

.one-half times the base rate.

.4 Rate of Compensation

+»41 The base rate of compbensation, for the purposes of determin-

ing the IHSS payment, shall be determined by the county.

The base rate shall be the minimum necessary to meet the

authorized service needs of the recipient. In no event

shall it be less than the legal minimum wage in effect at

the time the work is performed except when personal

B0 NOT WRITE [N THIS SPACE

attendants are employed.

242 The recipient shall develop a work schedule which is.

designed so that it meets the recipient's authorized

service hours at the county's base rate. If scheduling

by county social services staff is necessary, the schedule

shall be designed so that it meets the recipient's

authorized service hours at the lowest IHSS cost. Any

additional costs resulting from the recipient's action

which alters the above schedules shall be borne by the

recipient.

17
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WITH THE SECRETARY OF STATE

{(Pursuant te Govemment Code Section 11380, 1}
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30-464 INDIVIDUAL PROVIDER COMPENSATION {Continued) 30-464

.43 The base rate paid to the provider by the recipient shall

be determined by the recipient, provided that:

.431 The recipient's base rate:

(a) Shall not be less than the base rate established

by the county for the authorized IHSS payment

without prior notice to the county;

() 5Shall be the base rate used for the purposes of

.2 and .3.

{(c) Shall comply with applicable wage laws.

.432 Any cost due to an increase in the rate paid per unit

of work or in total costs above the IHSS payment, which

are due to actions or decisions by the recipient which

are not based on IHSS authorized need shall be borne

by the recipient.

44 No adjustments in the IHSS payment shall be made for meals

and lodging provided to the provider by the recipient

(except as provided in 30-463), However, any income receives

by the recipient through this means is countable income for

eligibility purposes (as provided in 30-453) and shall be

reported as such by the recipient.

Authority: Section 10553 of the Welfare and Institutions Code.

Sections 12302 and 12302.2 of the Welfare and Institutions
Codé; Section 11550, Title 8, California Administrative
Code)29 Code of Federal Regulations (CFR) 552.

i 10

Reference:



STD. 400A (8-71) CONTINUATION SHEET
OR FILING ADMINISTRATIVE REGULA .,ONS
WITH THE SECRETARY OF STATE

(Pursuont to Government Code Section 11380, 1)

2mend Section 30-467 to read:
30-467 SERVICE DELIVERY METHODS 30-467
-1 The county shall arrange for the provision of IHSS through
one or more of the methods listed below. Preference shall
be given to the selection of providers who are recipients of
public assistance or other low income persons.
«11l County Employment
111 The county may hire service providers in accorda=ce
with established county civil service requiremen<s
or merit system requirements. Such providers mav
be considered temporary employees if approved by
the appropriate civil service system.
.112 The county shall ensure that each service provider

is capable of and is providing the services authorize

DO MOT WRITE (M THIS SPACE

.12 Purchase of Service from an Agency

121 The county may contract with an agency to provicdsz
service in accordance with the requirements of
Division 10.

.122 The county shall ensure that the contractor guarzantee
the continuity and reliability of service to
recipients, supervision of service providers, that
each service provider is capable of and is proviging
the service authorized and complies with the

requirements of Division 21 {Civil Rights).
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CONTINUATION SHEET
P .. FILING ADMIHISTRATIVE REGULATI. ¢
WITH THE SECRETARY OF STATE

{Pursuant to Govemment Code Section 11380.7)
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30-467 SERVICE DELIVERY METHODS (Continued) 30-467

.13 Purchase of Service From An Individual

«131 Payment under this delivery method may be made by the éounty

S0 through direct payment or to the individual provider.

-

«132 The county shall make payment under this delivery method

through the payrolling system as described in 30-469.

+»133 The county shall make a reasonable effort to assist the
" client to obtain a service providéf when the. client is

. - unable to obtain one individually.

i «134 If the county determines that a recipient is using his/her

direct payment in a manner substantially different from that

provided in the applicable Notice of Action, the county

. shall have the right to institute a different form of

-service delivery or service provider payment.

Authority: Section 10553 of the Welfare and Institutions Code.

Reference: Section 12302.2 of the Welfare and Institutions Code.

20



STD. 400A (B-71) CONTINUATION SHEET _
DR FILING ADMINISTRATIVE REGULA  HS
WITH THE SECRETARY OF STATE

(Pursuanl_ to Govemment Code Section 11380.1)

Adopt new Section 30-469 to read:

30-469 PAYROLLING FOR INDIVIDUAL, PROVIDERS 30-469

-1 This section governs the procedures that shall be followed

by counties making payments under the delivery method in

30-467.13, The counties shall immediately take steps at the

lowest possible cost to cancel contracts or portions  of

contracts providing payrolling services to IHSS individual

providers for authorized services prior to January 1, 1980.

Ccunties shall not enter into any agreements or contracts to

make payment to individual providers:

.12 For the purposes of these requlations the county shziz

follow 10-202.2, regarding receipt for service pavment,

DO'NOT WRITE IN THIS SPAGE

whether payment is made to a Severely impaired

recipient in advance or to Providers in arrears.

<2 County Responsibility

+21 The CRT counties shall directly input required data and

initiate transactions into the system via terminals locates
—“

in the county.

~
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‘OR FILING ADMINISTRATIVE REGULL .ONS
WITH THE SECRETARY OF STATE

{Pursvont to Gevernment Code Sectisn 11380, 1
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30-469 PAYROLLING FOR INDIVIDUAI PROVIDERS {Continued) 30-469

" 22 The Paper counties shall input-required data and initiate trans-

éctions on prescribed forms and submit.those forms to the payrolling

contractor.
T ————————————

+221 Exception: Special preauthorized transactions may be

initiated by phone to the payrolling contractor. The

prescribed document shall subsequently be sent from the.

payrolling contractor to the county confirming the

transaction.

«23 For the éurposes of the payrolling system, the six-month authori-

- -

zation period begins in the calendar month in which the first day

of authorization occurs and ending on the last dav of tke sixth

‘calendar month. f

. ——— = e m——- . - mem i men e m———

-e24 OCeneral Process

The counties shall:

241 Enteggprescribed data on all recipients and providers, as

defined in 30-467.13, into the payrolling system.

<242 Change data as necessary to ensure correct payment to the

correct individual.

22
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OR FILING ADMIRISTRATIVE REGULA . JNS
WITH THE SECRETARY OF STATE

(Pursvant ts Government Code Soction 11380, 1)
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30-469 PAYROLLING FOR INDIVIDUAL PROVIDERS (Continued)  30-469

.243 Authorize the disbursement of all funds paid by the pav-

rolling contractor bZi

a. Reviewing all timesheets prior to entry of timesheet

data into the system to ensure consistency bhetween

hours reported and hours authorized.

be - Resolving any discrepancies between hours reported and-

*hours authorized..

Ce Initiating special transactions as described in .25.

«244 Provide timestheets for:

8. New providers.

- L

BN

: :ﬁ. h Replacement of lost or destroyed timesheets.

-

T é. Severely impaired recipients receiving payment in

* .advance with more than one'provider.

23
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CONTINUATION SHEET
Fud FILING ADMINISTRATIVE REGULATIUNS
WITH THE SECRETARY OF STATE

{Pursvant to Govemment Code Section 11380.1}
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30-469 PAYROLLING FOR INDIVIDUAL PROVIDERS (Continued) 30-469

+245 Retain completed timesheets for a period of three years

from the end of sach fiscal year, or as otherwise

required by 23-353.

.246 Respond to and resolve payment inquiries from recipien<ts

and providers. The payrolling contractor will provide 21l

necessary information.,

.25 Special Transaction

«251 Special transactions are used to handle situations which

fall outside the normal payroll process. Counties shall

be held responsible'for closely monitoring and controlling

the use of the following transactions.

.252 Emergency/Supplemental checks shall be mailed from the

payrolling contractor within thirty-six (36) hours after

notification from the county. The county shall initiate

emergency/supplemental checks for:

‘3. - I’aymeﬁts resulting from retroactive fair hearing

.- o

... decisions.

b. Payments resulting from prior underpayments.

24



STD. 400A (B-71}
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OR FILING ADMIMISTRATIVE REGULA NS
WITH THE SECRETARY OF STATE

(Pursuant to Govemment Code Section 11380.1)
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30-4869

+253

PAYROLLING FOR INDIVIDUAL PROVIDERS (Continuedz 30-469

C. Payments for overtime (as directed in 30-464.4)

amounting to the difference between the county base

rate and overtime rate tims the authorized hours.

4. Payments for Severely impaired recipients in advance

direct pay status who become eligible after the

advance pay cycle is issued,

€. Payments where the county finds that an immediate need

situation exists, such as timesheets bProcessed in g

timely manner, but the system did not generate a_check,

f. Payments to counties for reimbursements of emergency

checks as described in 26 .

9. Payments for other unusual situations not provided for

by the reqular paygglling brocess and where the county

deems appropriate.

Replacement checks shall be issued for lost, stolen,

destroyed, unusable or incorrect checks which have not

been honored by the contractor's bank. If the original

]

check is not returned to the county or the Payrolling

contractor, the county shall require the

Payee to sign a verification Or notorized statement that

the payee did not negotiate the check or otherwise

receive proceeds from it.
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CONTINUATION SHEET
FOR FILiNG ADMINISTRATIVE REG’ ATIONS
WITH THE SECRETARY OF STurE

(Pursuant 1o Govemnment Code Sech:on 11380, 7)
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30-469 PAYROLLING FOR INDIVIDUAL PROVIDERS (Continueq) 30-453

+254 A void transaction Shall be used:

a. When 2 Payroll check is Yeturned to the Pavrollins
e, - = e e ey

contractor or county;

b, When a Payroll check is mutilated;

C. When a Payroll check is not in the Possession of ths

county or the payrolling contractor,

2255 Adjustment transactions shall be used to make adjustmer:s

to tax records when any of the following occur:

2. An overpayment:

b. An underpayment :

L. An incorrect deduction,

+26 County issued pavments shall only be igssued in cases of extre=~e

emergency when the county finds that the Energency check

Procedure provided in -252 is not adedquate,

Rinety (90%) percent of the amount the recipient/provider

should receive,

. 262 The county shall be reimbursed for Payments made under 253

check transaction.

26
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STD. 400A (B-71) CONTINUATION SHEET
FO0R FILING ABMIRISTRATIVE REGULA . ONS
WITH THE SECRETARY CF STATE

(Pursuant to Government Code Section 11380,1)

30-469 PAYROLLING FOR INDIVIDUAL PROVIDERS (Continued) 30-469

«263 The county shall not receive reimbursement until an

emergency/supplemental .transaction has been initiated to

pay the recipient/provider the remaining balance.

-264 The county shall receive a timesheet before the transaction

in .261 or .263 above shall occur. Exception: The county

may issue a check prior to receipt of a timesheet for a

severely impaired receipient who opted for advance pay.

=27 The county shall. enter authorized hours rounded up to the nearest

tenth of an hour into the payrolling system.

«28 The counties shall be respensible for verifying elipgibility of

recipients for IHSS between January 1,- 1978 and December 31, 197%

88 needed for retroactive tax payments.

DO NOT WRITE IM THIS sPACE
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30-269 _PAYROLLING FOR INDIVIDUAL PROVIDERS (Continued) 30-469

«3 The county has the sole responsibility for determining and investigzei

12
i

fraud and forgery.

«31 The county shall, with no effect on current county précedures:

«311 Jdentify potential fraud cases Shel® o a0 .

«312 Determine 1if actggl fraud exispé

.313 Take appropriate action as necessary

'

.32 The county will be notified by the payrolling contractor

if an original check has already been cashed when a replace-~

ment check is requested. The payrolling contractor will

forward the original check to the county as soon as it

becomes available.

.321 The county shall:

2. Determine if the original check has been forces:
. If forgery is determined, the county shall issue
payment to the recipient/provider via the appro-
priate replacement check transaction and notisw

~ the payrolling contractor.

28
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(Pursuant to Gevernment Code Section 11380, N
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30-469 PAYROLLING FOR INDIVIDUAL PROVIDERS (Continued) 30-469

.4 The county is résponsible for determining and recovering

overpayments. The county shall follow overpayment procedure

described in 10-121 with the addition of the following:

.41 Cause of Overpayments

.41l Overpayments may occur where a severely impaired

recipient as defined in 30-453, is Yeceiving a cash

paynent or when a provider is receiving a cash

payment to which the recipient was not eligible.

.412 When a recipient has authorized an incorrect amount

of services rendered, or an incorrect amount of

payment, the ‘incorrect amount of payment shall be

considered an overpayment to the recipient.

.413 A payrolling contractor error shall b-e treated as anp

‘"administrative error as defined in 10-12].

Exception: The county shall not be fiscally liable

o for the payrolling contractor error.
‘.42 If the county determines that an Overpayment has occurred

and can be recovered as described in 10-121, the county shall

leave the authorized hours unchanged and:

+421 Reduce the dollar amount, (i.e., county rate times

the authorized hours) by the amount of the adjustment,

and,

422 Enter the adjusted amount into the payrolling system.

29
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30-469 PAYROLLING FOR INDIVIDUAL PROVIDERS (Continued) 30=-469

.5 Return Check Procedures

251

CRT counties who receive a returned check from gz provider

352

Or recipient shall:

-511 Stamp the check void; and

.512 Enter a special transaction to void the check as

described in .254: and

+513 Return the check to the payrolling contractor.

Paper counties who receive a returned check from a érovi@g; or

recipient shall:

Si 521 stamp the check void; and

«522 -ghbmiﬁ a'special transaction, as described in +254, and the

]

returned check to the payrolling centractor.

The payrolling contractor who receives a returned check

shall:

:531 Stamp the check void: and

+532 Enter a void transaction, as described in .254: ang

.533. Send a photocopy of the returned check to the county,

30
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WITH THE SECRETARY OF STATE

(Pussuant to Government Code Seection 11380.1)

30-469 PAYROLLING FOR INDIVIDUAL PROVIDERS (Continued) 30-469

-6 Refunds/Recoupment

.61 Counties who receive refunds or recoupments shall:

«611 Credit the initial check issued by an adjustment

transaction, as described in .255, ang

.612 Deposit the money received in a county account: ang

.613 Send a check for the amount of refund/recoupment to

the pggxolling_contractor.

-7 Recipient Responsibility

=

271 It is the responsibility of the recipient to report to

social services staff accurately and completely all

information necessary to complete the SoC 311.

+72 The recipient, within his/her physical, emotional,

OO HOT WRITE IN THIS EPAC

educational or other iimitations, shall:

:721 Designate the authorized hours Per provider within

the total of the recipient's authorized hours.

2722 Designate each provider{s) portion of the share of cost

.723 Sign and date the prescribed timesheet to:

a., Verify payment of the share of cost to the

appropriate provider(s).

b. Verify services authorized were rendered by the

appropriate provider.
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30--469 PAYROLLING FOR INDIVIDUAL PROVIDERS (Contlnued) 30-469

-73

=724 Inform social services staff of any changes affectinc

the payrolling process.

Payments for authorized services rendered shall be sent to

the recipient's appropriate provider. The recipient shall

not receive payment for services except as provided in

«731, .732 and .733.

731 Severely impaired recipients as defined under 30-4532,

shall have the option of choosing to directly receive

their payment at the beginning of each authorized

month. Such payment shall be the net amount exclusive

of the appropriate withholdings,

.732 Iﬁ'direct_gayment cases, where a recipient is

‘incapable of handling his/her financial and legal

affairs and has a legal guardian or conservator,

direct payment shall be made to the recipient's lega:l

guardian or conservator at such person's request.

2733 Payment may be made to a recipient's guardian,

gonservator, substitute payee, or person designated

by the recipient.

734 IXf the recipient is severely impaired he/she shall ze

:notified in wrlting of the right to hire and pay_ his/her cvn

) ‘provider, and to receiva h1s/her monthly cash payment in

advance.
SSNSEES
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DO NOT WRITE IM THIS SPACE

30-469 PAYROLLING FOR INDIVIDUAL PROVIDERS LContinueaj 30-469

«.735 When direct payment is made to a recipient, guardian,

- 736

conservator, or substitute pavee, the provider shall

be hired, supervised, and paid by such payee. 1In

such cases, the recipient or the person authorized

to _act in the recipient's behalf shall insure that ha

wealT

sexrvices provider is capable of and is providing the

services authorized.

It shall be the responsibility of the severely impaired

recigient, legal guardian or conservator to:

2. Pay the provider twice a month in arrears; and
b. Inform the provider(s) of the tax deductions; and

C. Submit their provider's timesheets at the end of

each authorized sexrvice month to the appropriate

county social services office,

When timesheets to reconcile outstanding direct

payments are not received within ninety (90} davs

from the date of payvment 3 rebuttable presumption is

wip—

created that the unreconciled amount is an overpavment

and shall be subject to procedures set forth in .4. The

presunption may be rebutted by submission of the

completed timesheets or edquivalent evidence,
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$TD. 400A {B-7T}

30-469 PAYROLLING FOR INDIVIDUAL PROVIDERS (Continued) 30-469

«8 Provider Resgsponsibilities

.81 It shall be the responsibility of the provider of IHSS

services to report to social services staff accurately and

completely all information necessary to complete the SOC 311.

'«82. The provider of services shall:

f$21 Record actual hours worked under the appropriate day of the

. month on the prescribed timesheet.

.822 Total the hours worked at the end of the pay period.

Lt

-823 Sign and date the prescribed timesheet to:

a. Verify receipt of any designated share of cost

from the recipient and:;

b. Verify that services authorized were rendered to

DD NOT WRITE IN THIZ SPAC

the recipient.

.824 Except as provided in .824a, submit the completed

timesheet twice a month to the appropriate county

social services office..

2. Providers of severely impaired direct payment

recipients shall return completed timesheets to

the recipient.
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30-462 PAYROLLING FOR INDIVIDUAL PROVIDERS (Continued) 30-4§9
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«825 Receive payment in arrears twice a month for hours

worked,

+826 Receive payment for services only after submitting

a completed timesheet.

.83 Employment agreements between individual providers and IESS

recipients shall include the responsibilities reguired in

.81 and.82 above.

29 Provider Benefits

.91

.92

The department has elected to provide the worker's

compensation coverage required by W&I Code 12302.2

through a single statewide insurance policy. Additional

insurance coverage will not be reimbursed as an THSS

program cost,

The department has elected to handle the payment of the

«93

‘unemployment insurance tax, unemployment disability

insurance tax, and social security tax required by W&I

Code 12302.2 through the payrolling system.

The department has elected to require the payrolliing

contractor to deduct the employee's share of the followinc

taxes from the payment to the provider or the recipient:

.931 Social security.

2932 State disability insurance.
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5TD. 400A {B-71)

30-469 PAYROLLING FOR INDIVIDUAL PROVIDERS {Continued) 30-~469

+9 Provider Benefits (Continued)

.9 The department has elected not to deduct and transmit
the state and federal income taxes or withholdings due
on the provider's earnings since it is not = responsibility
of the recipient employer required by state or federal

law.

Authority: Section 10553 of the Welfare and Institutions Code.

Reference: Sectiong 12302 and 12302.2 of the Welfare and
Institutions Code.

DO NOT WRITE M THIS SPACE
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