The Senior Alliance
Timesheet Training



Timesheet Accuracy

* All caregivers should be trained on how to properly fill
out timesheets.

* Importance of accurate timesheets should be
stressed.

* Errors on timesheets/missing components can be
considered fraud.

* Participants should be signing timesheets that
accurately describe the services that were provided.

* Units should not be billed in vendor billing if there is
not an accurate timesheet signed by a participant to
support the units.




Participant/
aregiver Name

Participant name
should be filled out
and spelled
correctly

Employee actually
providing services
should be listed

Week ending date
should be given

Date Time In Time Out HME PC RC |
client: John Doe
5 Date Time In Time Ouk HME PC RC PON | CL%
u l\§ Employee Name: Jane Doe
H
(Cllant Signature: TOTHME | TOTPC | TOT RC | TOT PDN TOTCI.I(
I\ 2. Employee Name:
| 11/23/19
Diate Timg In Tims Out HMIE PC RC e Week Ending:
4
Homemaking SU|MO|TU|WE| TH| FR | 54
M Date Tims In Time Out HMIE PC RC PON CLS Clean Bathroom
o ChangeMake Bad
N Ciean Living Room
Cllant Signature: TOTHME | TOTPC | TOT RC | TOT PDN | TOT CLS Clean Appisnces
Dishes
Clean Kichen
TiEa] PrepCiean Up
Diate Time In Time Out HME P RC FON CLS Launary
Dusting
SWEEL/MORAVSCLLT
; Date Time In Time out AR PC RC PON LS Empiy Trash
E Shopping Emands
p IraringAending
Cllant Signature: TOTHME | TOTPC | TOT RC | TOT PDN | TOT CLS Camespandence
Qher
|Ferscnal Cars SU|MO|TO[WE| TH| FR [ 5&
|DefEry Meals/Ciean Uo
Date Time In Time out HMK, PC RC PON CLS Dressing Grooming
BathingPers_Hyglene
Toilleing/Continence
W Date Timg In Time Out HME PC RC PDH CLS L0y Tran: ASSL
E Assl. Seff Admin. Meds
(H] Med. Relsied HC Tasks
Cllant Signature: TOTHME | TOTPC | TOT RC | TOT PDN | TOT CLS Orher
Resplts Hours SU|MO|TU|WE| TH| FR | 54
Privaies Duty Mursing SU[MO|TU|WE| TH| FR | 54
Diate Timg In Time Out HME PC RC PON CLS FON - RN
FDN - LPN
T Chore SU|MO|TU|WE| TH| FR | 54
H Diate Timg In Time Out HMEK PC RC PDH CLS Grass Cumng
Snow Removal
. Fal CleanUp
Cllant Signatura: TOTHME | TOTPC | TOT RC | TOT PDN | TOT CLS Community Llving Sup. SU[MO|TU|WE| TH| FR | 54
Date Time In Time Out HME PC RC PDHN CLS
Client Notes:
F Date Time In Time Out HME PC RC PDHN CLS
R
I
Cllant Signatura: TOT HME | TOTPC | TOT RC | TOT PDN | TOT CLS
Diate Time In Time Cuf HME PC RC PON CLS By slgning below, | pestity that thic ollent recsived thece carvioes
and all Information | frue and someat.
5 Diate Timg In Time Out HME PC RC PDH CLS
a Employse 1 Signaturs
T
Cllant Signature: TOTHME | TOTPC | TOT RC | TOT PON | TOT CLS

Employss 2 Signaturs

Employse's Supervisor Signature

Date




Date & Time
In/Time Out

Dates should match
days of the week

Time in and time out
should accurately
reflect the time the
caregiver arrived and
left

Days with no services
provided should be
blank

New month = new
timesheet should be
started

Date Time In Time Out HME PC RC PDHN CLS
client: John Doe
5 Time In Time Ouk HME PC RC PDH CLS
u 1. Employee Name: Jane Doe
H
(Cllan ature: TOTHME | TOTPC | TOT RC | TOT PDH | TOT CLS
7 2. Employee Name:
v 11/23/19
Diate Timg In Tims Out /EK |_PC RC FDH CLS Week Ending:
11/19/19/9:00AM [11:00AM < = STTwETTiTwE —=TsE
M Date Time In Time Out HMK P RC FON CLS Ciean Batfwoom
o ChangeMake Bad
N Ciean Living Room
Cllant Signature: TOTHME | TOTPC | TOT RC | TOT PDN | TOT CLS Clean Appisnces
Dishes
Clean Kichen
Teal PrepCiean Up
Diate Time In Time Out HME P RC FON CLS Launary
Dusting
SWEEL/MORAVSCLLT
; Date Time In Time out AR PC RC PON LS Empiy Trash
E Shopping Emands
p IraringAending
Cllant Signature: TOTHME | TOTPC | TOT RC | TOT PDN | TOT CLS Camespandence
Qher
[Fersonal Care SUWO[ TO[WE FR|5A
|DefEry Meals/Ciean Uo
Date Time In Time out HMK, PC RC PON CLS Dressing Grooming
BathingPers_Hyglene
Toilleing/Continence
W Date Timg In Time Out HME PC RC PDH CLS MODIy Transter ASs!
E Assl. Seff Admin. Meds
(H] Med. Relsied HC Tasks
Cllant Signature: TOTHME | TOTPC | TOT RC | TOT PDN | TOT CLS Orher
Resplts Hours SU|MO| TU |WE FR| 54
Privaies Duty Mursing SU[MO| TU |WE FR| 54
Diate Timg In Time Out HME PC RC PON CLS PDN - RN
FON - LPN
T Chore SU|MO| TU |WE FR | 54
H Diate Timg In Time Out HMEK PC RC PDH CLS Grass Cumng
Snow Removal
. Fal CleanUp
Cllant Signatura: TOTHME | TOTPC | TOT RC | TOT PDN | TOT CLS Community Llving Sup. SU[MO| TU |WE FR| 54
Date Time In Time Out HME PC RC PDHN CLS
Client Notes:
F Date Time In Time Out HME PC RC PDHN CLS
R
I
Cllant Signatura: TOT HME | TOTPC | TOT RC | TOT PDN | TOT CLS
Diate Time In Time Cuf HME PC RC PON CLS By slgning below, | pestity that thic ollent recsived thece carvioes
and all Information | frue and someat.
5 Diate Timg In Time Out HME PC RC PDH CLS
a Employse 1 Signaturs
T
Cllant Signature: TOTHME | TOTPC | TOT RC | TOT PON | TOT CLS
Employse 2 Signaturs

Employse's Supervisor Signature

Date




Unit
Breakdown

Hours should be
converted into units
(1 hour = 4 units)

Units should be
recorded in the
correct service code
box

Units should be
carried down to the
“total units” box

Date Time In Time Out HME PC RC PDHN CLS
client: John Doe
5 Date Time In Time Ouk HME PC RC PDH CLS
u 1. Employee Name: Jane Doe
H
(Cllant Signature: TOTHME | TOTPC | TOT RC | TOT PDH | TOT CLS
2. Employee Name:
- 11/23/19
Date Timeg In Time Out HMIE PC o CLS Week Ending:
. . ‘
11/19/19/9:00AM [11:00AM 8 \l = MR RENITEEE T
M Date Tims In Time Out HMIE PC RC PON CLS Clean Bathroom
o ChangeMake Bad
H /1 Ciean Living Room
Cllant Signature: TOT HME | TOT PC , TCLS Clean Appisnces
Dishes
8 N | Clean Kichen
Teal PrepCiean Up
Diate Time In Time Out HME P RC FON CLS Launary
Dusting
SWEEL/MORAVSCLLT
; Date Time In Time out AR PC RC PON LS Empiy Trash
E Shopping Emands
p IraringAending
Cllant Signature: TOTHME | TOTPC | TOT RC | TOT PDN | TOT CLS Camespandence
Qher
|Ferscnal Cars SU|MO|TO[WE| TH| FR [ 5&
|DefEry Meals/Ciean Uo
Date Time In Time out HMK, PC RC PON CLS Dressing Grooming
BathingPers_Hyglene
Toilleing/Continence
W Date Timg In Time Out HME PC RC PDH CLS MODIy Transter ASs!
E Assl. Seff Admin. Meds
(H] Med. Relsied HC Tasks
Cllant Signature: TOTHME | TOTPC | TOT RC | TOT PDN | TOT CLS Orher
Resplts Hours SU|MO|TU|WE| TH| FR | 54
Privaies Duty Mursing SU[MO|TU|WE| TH| FR | 54
Diate Timg In Time Out HME PC RC PON CLS PDN - RN
FON - LPN
T Chore SU|MO|TU|WE| TH| FR | 54
H Diate Timg In Time Out HMEK PC RC PDH CLS Grass Cumng
Snow Removal
. Fal CleanUp
Cllant Signatura: TOTHME | TOTPC | TOT RC | TOT PDN | TOT CLS Community Llving Sup. SU[MO|TU|WE| TH| FR | 54
Date Time In Time Out HME PC RC PDHN CLS
Client Notes:
F Date Time In Time Out HME PC RC PDHN CLS
R
I
Cllant Signatura: TOT HME | TOTPC | TOT RC | TOT PDN | TOT CLS
Diate Time In Time Cuf HME PC RC PON CLS By slgning below, | pestity that thic ollent recsived thece carvioes
and all Information | frue and someat.
5 Diate Timg In Time Out HME PC RC PDH CLS
a Employse 1 Signaturs
T
Cllant Signature: TOTHME | TOTPC | TOT RC | TOT PON | TOT CLS
Employse 2 Signaturs

Employse's Supervisor Signature

Date




Tasks
Completed

e Tasks should be

checked off for all
services completed

e Checked off tasks
should help show
the services the
participant received
each day and should
match services
listed on the
authorization

Date Time In Time Out HME PC RC PDHN CLS
client: John Doe
5 Date Time In Time Ouk HME PC RC PDH CLS
u 1. Employee Name: Jane Doe
H
(Cllant Signature: TOTHME | TOTPC | TOT RC | TOT PDH | TOT CLS
2. Employee Name:
11/23/19
Date Timeg In Time Out HMIE PC RC PON CLS Week Ending:
11/19/19/9:00AM [11:00AM 8 = MR RENITEEE T
M Date Tims In Time Out HMIE PC RC PON CLS Clean Bathroom
o ChangeMake Bad
H Ciean Living Room
Cllant Signature: TOTHME | TOTPC | TOT RC | TOT PDN | TOT CLS Clean Appisnces
Dishes
8 Clean Kichen
TEa Frepiean Up
Diate Time In Time Out HME P RC FON CLS Launary
Dusting
SWEEL/MORAVSCLLT
; Date Time In Time out AR PC RC PON LS Empiy Trash
E Shopping Emands
s Iroring/dending
Cllant Signature: TOTHME | TOTPC | TOT RC | TOT PDN | TOT CLS Camespandence
Qher
|Ferscnal Cars SU|MO|TO[WE| TH| FR [ 5&
|DefEry Meals/Ciean Uo )
Date Time In Time out HMK, PC RC PON CLS Dressing Grooming [ y
BathingPers. Hyglene %l &
Toilleing/Continence 2 \
W Date Timg In Time Out HME PC RC PDH CLS MODIy Transter ASs! h
E Assl. Seff Admin. Meds
(H] Med. Relsied HC Tasks
Cllant Signature: TOTHME | TOTPC | TOT RC | TOT PDN | TOT CLS Orher
Resplts Hours SU|MO|TU|WE| TH| FR | 54
Privaies Duty Mursing SU[MO|TU|WE| TH| FR | 54
Diate Timg In Time Out HME PC RC PON CLS PDN - RN
FON - LPN
T Chore SU|MO|TU|WE| TH| FR | 54
H Diate Timg In Time Out HMEK PC RC PDH CLS Grass Cumng
Snow Removal
. Fal CleanUp
Cllant Signatura: TOTHME | TOTPC | TOT RC | TOT PDN | TOT CLS Community Llving Sup. SU[MO|TU|WE| TH| FR | 54
Date Time In Time Out HME PC RC PDHN CLS
Client Notes:
F Date Time In Time Out HME PC RC PDHN CLS
R
I
Cllant Signatura: TOT HME | TOTPC | TOT RC | TOT PDN | TOT CLS
Diate Time In Time Cuf HME PC RC PON CLS By slgning below, | pestity that thic ollent recsived thece carvioes
and all Information | frue and someat.
5 Diate Timg In Time Out HME PC RC PDH CLS
a Employse 1 Signature
T
Cllant Signature: TOTHME | TOTPC | TOT RC | TOT PON | TOT CLS

Employss 2 Signaturs

Employse's Supervisor Signature

Date



Participant
Signature

Participant should only be signing
after services have been
provided on the same day they
were provided.

Participants should not be
signing before the services are
provided, or a few days after.

Caregivers should not submitting
pre-filled out/copied timesheets
— this is fraud.

Caregiver, family members, etc.
should not be signing the
participant’s name for
participant.

Units should not be billed if
there is no participant signature.

It should be confirmed that
participants are unable to sign
before noting on timesheets.

Date

Time In

Time Out

HMK

CLS

client: John Doe
5 Date Time In Time Ouk HME PC RC PDH CLS
u 1. Employee Name: Jane Doe
H
(Cllant Signature: TOTHME | TOTPC | TOT RC | TOT PDH | TOT CLS
2. Employee Name:
11/23/19
Date Timeg In Time Out HMIE PC RC PON CLS Week Ending:
11/19/19/9:00AM [11:00AM 8 = STTwETTiTwE —=TsE
M Date Tims In Time Out HMIE PC RC PON CLS Clean Bathroom
o ChangeMake Bad
N /l__, Ciean Living Room
Cllant Signature: | TOT RC | TOT PDN | TOT CLS Clean Appisnces
, ;1 ! D CWshes
J oe 8 Clean Kichen
Teal PrepCiean Up
Diate Time In Time Out HME P RC FON CLS Launary
Dusting
SWESlMOpASCLILM
; Date Time In Time out AR PC RC PON LS Empiy Trash
E Shopping Erands
p IraringAending
Cllant Signature: TOTHME | TOTPC | TOT RC | TOT PDN | TOT CLS Camespandence
Qher
[Fersonal Care SO WD TO|WE FR|5A
|DefEry Meals/Ciean Uo )
Diate Timg In Time Out HME PC RC PON CLS Dressing Groouming k3
BathingFers. Hyglens %®
Tollefing/Continence P3
W Date Timg In Time Out HME PC RC PDH CLS MODIy Transter ASs!
E Assl. Seff Admin. Meds
(H] Med. Relsied HC Tasks
Cllant Signature: TOTHME | TOTPC | TOT RC | TOT PDN | TOT CLS Orher
Resplts Hours SU|MO| TU |WE FR| 54
Privaies Duty Mursing SU[MO| TU |WE FR| 54
Diate Timg In Time Out HME PC RC PON CLS PDN - RN
FON - LPN
T Chore SU|MO| TU |WE FR | 54
H Diate Timg In Time Out HMEK PC RC PDH CLS Grass Cumng
Snow Removal
. Fal CleanUp
Cllant Signatura: TOTHME | TOTPC | TOT RC | TOT PDN | TOT CLS Community Llving Sup. SU[MO| TU |WE FR| 54
Date Time In Time Out HME PC RC PDHN CLS
Client Notes:
F Date Time In Time Out HME PC RC PDHN CLS
R
I
Cllant Signatura: TOT HME | TOTPC | TOT RC | TOT PDN | TOT CLS
Diate Time In Time Cuf HME PC RC PON CLS By slgning below, | pestity that thic ollent recsived thece carvioes
and all Information | frue and someat.
5 Diate Timg In Time Out HME PC RC PDH CLS
a Employse 1 Signaturs
T
Cllant Signature: TOTHME | TOTPC | TOT RC | TOT PON | TOT CLS
Employse 2 Signaturs

Employse's Supervisor Signature

Date




Caregiver
Signature

Caregivers should be
signing off and
therefore confirming
the services they
provided for the week.

Caregiver signatures
should be dated.

Units should not be
billed for timesheets
that are not signed and
dated by caregiver.

Date Time In Time Out HME PC RC PDHN CLS
client: John Doe
5 Date Time In Time Ouk HME PC RC PDH CLS
u 1. Employee Name: Jane Doe
H
(Cllant Signature: TOTHME | TOTPC | TOT RC | TOT PDH | TOT CLS
2. Employee Name:
11/23/19
Date Timeg In Time Out HMIE PC RC PON CLS Week Ending:
11/19/19/9:00AM [11:00AM 8 = STTwETTiTwE —=TsE
M Date Tims In Time Out HMIE PC RC PON CLS Clean Bathroom
o ChangeMake Bad
H Ciean Living Room
Cllant Signature: TOTHME | TOTPC | TOT RC | TOT PDN | TOT CLS Clean Appisnces
, ;1 ! D CWshes
J oe 8 Clean Kichen
Teal PrepCiean Up
Diate Time In Time Out HME P RC FON CLS Launary
Dusting
T SWESlMOpASCLILM
u Diafe Timg In Time Out HME PG RC PDOH CLS Empiy Trash
E Shopping Erands
p IraringAending
Cllant Signature: TOTHME | TOTPC | TOT RC | TOT PDN | TOT CLS Camespandence
Qher
[Fersonal Care SO WD TO|WE FR|5A
|DefEry Meals/Ciean Uo )
Diate Timg In Time Out HME PC RC PON CLS Dressing Groouming k3
BathingFers. Hyglens %®
Tollefing/Continence P3
W Date Timg In Time Out HME PC RC PDH CLS MODIy Transter ASs!
E Assl. Seff Admin. Meds
(H] Med. Relsied HC Tasks
Cllant Signature: TOTHME | TOTPC | TOT RC | TOT PDN | TOT CLS Orher
Resplts Hours SU|MO| TU |WE FR| 54
Privaies Duty Mursing SU[MO| TU |WE FR| 54
Diate Timg In Time Out HME PC RC PON CLS PDN - RN
FON - LPN
T Chore SU|MO| TU |WE FR | 54
H Diate Timg In Time Out HMEK PC RC PDH CLS Grass Cumng
Snow Removal
. Fal CleanUp
Cllant Signatura: TOTHME | TOTPC | TOT RC | TOT PDN | TOT CLS Community Llving Sup. SU[MO| TU |WE FR| 54
Date Time In Time Out HME PC RC PDHN CLS
Client Notes:
F Date Time In Time Out HME PC RC PDHN CLS
R
I
Cllant Signatura: TOT HME | TOTPC | TOT RC | TOT PDN | TOT CLS
Diate Time In Time Cuf HME PC RC PON cLs | By slgning below, | pestity that thic ollent recsived thece carvioes
and Informaticn e frue and comeot.
5 Diate Timg In Time Out HME PC RC PDH |
a Employse 1 Signaturs
T
Cllant Signature: TOTHME | TOTPC | TOT RC | TOT PON | TOT CLS

Employss 2 Signaturs

>

Employss's Supervisor Signature

11/19/19

Date




