Acumen Fiscal Ag

Roles and Responsibilities in Self-Direction

Training for Employers working with
DDS Self-Directed Services and Acumen Fiscal Agent




Welcome to Acumen!

Dear Employer, —

Welcome to Acumen Fiscal Agent, and
congratulations on enrolling as an employer of
record! We are excited to be your fiscal agent,
and look forward to working with you and your
employees.

Being an employer of record may be a new
concept, so we have developed training tools to
help you navigate through some of the processes.
This information is provided for informational
purposes only. Any recommendations are
provided as a courtesy by Acumen.

If you have any questions please call us.
We look forward to getting to know you!

—
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Course Objectives

By the end of this Roles and Responsibilities in Self-Direction training you will able to
answer the following questions:

Who are the key players in my self-directed program?
What are the responsibilities of each key player?

How can | learn more about being a successful employer?
Who should | contact when | need assistance?
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Key Players

There are four key players involved in your participation in the OK
Program:

State/Your Case Manager

Employer (You)/ Service Recipient

Employee/ Self-Directed Habilitation Training Specialist (SD-HTS)
Acumen Fiscal Agent

It is important that you, as the employer of record, are clear about your role and the role of the other
key players indicated above.

—
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Learning the Lingo

First, let’s learn some of the terms you will be hearing throughout your experience as an employer.
Service Recipient: This is the person receiving services.

Case Manager: This is the person you have been working with to become approved to participate in the
program and receive services.

Plan of Care: This is the plan you create with your Case Manager that shows how you plan to use your
services throughout the year. This is based on the assessed needs of the Service Recipient.

Program Administrator: This is the organization that manages the program and waiver funding, the
Oklahoma Department of Human Services (OKDHS).

Notice of Service Authorization/Service Authorization: This is the documentation that is provided to
Acumen to show the service codes, dates, and dollar or unit limits for each Service Recipient. This indicates
what Acumen is authorized to pay on your behalf, according to program rules. Your Service Authorization is
developed by your Case Manager, is approved by the Program Administrator, and uses your Plan of Care as
its foundation.
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Case Manager

Creates the Plan of Care*

Uses the Plan of Care to determine what services the Service Recipient is eligible for - and how many units or
dollars*

Develops the Service Authorization based on the Plan of Care, and sends this to OKDHS for
processing/approval®

Conducts reassessments to evaluate changing needs*

Assists in obtaining services outside of the self-directed program

Makes revisions to the Service Authorization as needed*

Meets with the Employer and Service Recipient as needed
*These duties are performed using OKDHS-established criteria

—
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Service Recipient/

Employer

The Service Recipient (also may be called the participant or client) is the center of the self-
directed program. This person will have a Plan of Care designed and approved especially for
him/her by a Case Manager. The service recipient can be the employer, but does not have to be.

The Employer is the person who will represent the client by handling the day-to-day business
matters. The employer can be the Service Recipient or a designated individual such as the Service
Recipient’s parent or legal guardian.

As an employer, you will be recognized by the IRS as a person who employs workers and pays
wages. Being an employer comes with legal responsibilities, including paying and reporting employer
taxes.
~ > Acumen, as your Fiscal Agent, we will help you perform the financial management aspects
Y of being an employer so you can focus on your other employer responsibilities.
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Employer

Responsibilities

Employers (you) are responsible for:

Meeting with the Case Manager

Finding, hiring, and terminating employees

Scheduling, training, and supervising employees

Providing a safe working environment

Completing all necessary forms for enroliment with Acumen

Ensuring time entries are complete, accurate, approved and entered with an Electronic Visit
Verification (EVV) compliant method
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Employer

Responsibilities (cont'd)

Keeping records on each employee confidential
Reviewing account statements from Acumen and ensuring they are accurate and complete
Managing the Service Authorization according to the Plan of Care

Following all relevant laws and rules on employment

Determ|n|ng employee pay rates, W|th|n program |ImItS Keeping records on each employee

confidential

Reviewing account statements from

Following all program and Medicaid rules

Complying with Department of Labor laws V
(see next slide for further details)

Acumen and ensuring they are accufate
and complete

Managing the Service Authorizatio
according to the Plan of Care

Following all relevant laws and rulegion
employment

Determining employee pay rates, within

program limits

—
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Employer

Responsibilities (cont'd)

Complying with Department of Labor laws:
Civil Rights Act of 1974
Americans with Disabilities Act (ADA)
Family Medical Leave Act
Fair Labor Standards
Age Discrimination in Employment Act

What does this mean?
Do not discriminate when hiring
Pay employees at least minimum wage
Maintain a safe and harassment—free workplace
Only hire individuals who are authorized to work in the U.S.
Display employer “Employee Resource” posters **

**All employers are required by law to display certain posters in the workplace that notify employees of their rights
and resources available to them. It is your responsibility as the employer to visit the OK Department of Labor
(DOL) website to find out which posters must be displayed.

http://www.ok.gov/odol/Workforce Protection/Wage and_Hour_Services/Workplace Posters/
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Employer Responsibilities

— Program Rules

Following Program and Medicaid Rules

It is important that you, as the employer, are aware of the program rules. Failure to comply may
result in your having to pay for services out of your own pocket or no longer being eligible for self-
direction.

If you do work your employees over your authorized service amounts, you are legally responsible
for ensuring that your employee is paid for the time worked. Look to your Plan of Care to find out
how many hours you can use each week.

Contact your Case Manager for a list of program rules!

—
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Reporting Medicaid

Fraud & Abuse

Any misuse of Medicaid funding is considered fraud. This would include submitting hours or
requests for vendor payments for services that were not provided. If you approve something for
payment that you know is not accurate, it might be considered Medicaid fraud or fiscal abuse. The
penalty for this could be removal from the program, prosecution, and/or repayment of funds.

Abuse can mean neglect, causing physical harm, or exploitation. If you suspect that a Service
Recipient or employee is a victim of abuse, you are legally responsible to report this to child
welfare, adult protective services, or your local police department.
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Employee

Responsibilities

The Employee is the individual hired to perform approved services. The employee is also known as
the Self-Directed Habilitation Training Specialist.

The Employee is responsible for:
Providing the necessary information for enroliment with Acumen, including completing new hire
and enrollment paperwork and agreeing to all required background screenings
Arriving to the work site on time and providing the service as instructed by the employer (you!)
Using an Electronic Visit Verification (EVV) compliant method for clocking in and out in real time
Following all program rules and training requirements as directed by you
Communicating with Acumen should his/her address or name change, or if the employee would
like to change the means by which pay is received (direct deposit, pay card)
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Acumen Fiscal Agent

We've got|you covered.

Acumen Fiscal Agent (Acumen) is the company contracted to manage your employer-related fiscal (financial)
responsibilities.

Enroliment

Acumen will help enroll the service recipient, employer, and employee(s) in the Acumen system by collecting all of
the required paperwork and establishing the proper tax reporting relationships with the IRS, state taxing
authorities, and the Department of Labor.

Acumen will also process and track employee background checks and First Aid and CPR certifications.
Training

Employer training and ongoing support for the employer, employees, program staff and case managers can be
found on this website and are occasionally offered in person.
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Acumen’s

Responsibilities

Employee Payroll
Once you and your employee have enrolled, Acumen will process your employee payroll. Acumen
will process the payments according to what was submitted and approved by you in accordance

with your Service Authorization.
Acumen will pay your employees and vendors and bill the program (funding source) for
reimbursement of those funds.

Tax Payments
Acumen will comply with all employer and employee tax withholding and reporting requirements on

your behalf. This includes:
Employee payroll tax deductions
Calculate and process employer and employee tax payments to state and federal taxing

authorities
Pay taxes and deductions and bill the program (funding source) for reimbursement of those

funds
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Acumen’s

Responsibilities (cont'd)

End of Year Tax Reports (employee W-2s)

Acumen will prepare and distribute W-2s to your employees in January of each year. These tax

documents are a record of the money that was paid to your employees throughout the prior

calendar year, and are necessary for your employees to file their personal income taxes.

If you have paid any vendors throughout the year, Acumen will prepare and distribute a 1099 to

them, also in January of each year. This will allow the vendor to prepare their business tax return.
*You as an employer do not need to do anything with taxes after you fill out the enrollment
paperwork with Acumen. You assign Acumen this responsibility and we take care of it all on your
behalf!

= Acumen Fiscal Agent
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Acumen’s

Responsibilities (cont'd)

Spending Reports and Tracking

Acumen tracks and provides reports to you (the employer) and the program regarding your
spending. You will have access to a web portal where you can track your employee's time entries in
real time. Acumen will also send you an account statement after each payroll cycle. Please review
your web portal and account statement to ensure your employees have been paid as you intended.
These can help you manage your employees as well.

Workers’ Compensation

Acumen obtains a workers’ compensation policy on your behalf. If your employee is ever injured on
the job, have your employee seek medical attention, and then contact Acumen as soon as possible
to begin the claim process.

Unemployment Claims and Verification of Employment
Acumen provides responses to unemployment claims and verification of employment requests on
your behalf.
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Acumen’s

Responsibilities (cont'd)

Dedicated Local Agent

Acumen has a local personal agent available to answer any questions or concerns you may have,
whether they be about enroliment, payroll, or your account statement. We have a

dedicated team knowledgeable about DDS Self-Directed Services available for you!

Acumen does not “hold” your funds at any time
Acumen uses our own funds to pay your employees and vendors. We then bill the program for

reimbursement based on what we already paid on your behalf. Acumen does not receive any of the
Service Recipient’s funding in advance.

Billing the Program

Acumen tracks all the payments we make on your behalf and then bills the funding source for
reimbursement. It is very important that payments follow the program guidelines, as you may be
liable for funds spent incorrectly.
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Summary

The “Case Manager” is the program representative approving and communicating approved services and
budget allotments to Acumen.

The “Service Recipient” also known as the “Client” or “Participant” is the center of the self-directed program.
This person will have a “Plan of Care” designed and approved especially for him/her by their program Case
Manager.

The “Employer” is the person who will be handling the day to day business matters. The employer may be the
Service Recipient or a designated representative such as the participant’s parent or legal guardian.

The “Employee” or “Self-Directed Habilitation Training Specialist” is the individual hired to provide the services
needed by the Service Recipient.

Acumen Fiscal Agent (Acumen) is the company contracted to manage your employer related fiscal
management responsibilities.
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Contacting Acumen

e 19217083
Toll Free Telephone:
(877) 364-2835

Fax:
(877) 364-2837

Mail:
Acumen Fiscal Agent
4823 S. Sheridan Suite 310
Tulsa, OK 74145

Email:
AcumenOK@acumen?2.net

www.AcumenFiscalAgent.com/Oklahoma/

—
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You have completed Acumen’s employer training on
“Roles and Responsibilities in Self-Direction”

We hope you now have a better understanding of the key players,
Responsibilities, and resources available to you.

Welcome to self-direction.
Welcome to Acumen!

I Acumen Fiscal Agent
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