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CHAPTER 35 PROGRESS-REPORTING REQUIREMENTS FOR

PROGRESS REPORTS AND OTHER DOCUMENTATION

REVISION DATE: xx/xx/xxxx, 3/4/2020, 6/26/2019, 9/15/2017, 9/1/2014

REVIEW DATE: 6/30/2023

EFFECTIVE DATE: July 1, 2013
PURPOSE

The purpose of this policy is to establish reporting requirements for

Providers.
DEFINITIONS
1. “Day” means a calendar day, unless otherwise specified.
2. “"Home Health Services” specific to this policy means:
a. Home Health Aide
b. Licensed Health Aide
C. Nursing
d. Respiratory Therapy
3. “Individual Independent Provider” or “IP” means an individual

who has a service agreement with the Division to provide

Attendant Care (ATC), Homemaker (HSK), Respite (RSP), or
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Habilitation (HAH/HAI) and who is a Direct Care Worker (DCW).

“Member” means the same as “client” as defined in A.R.S. §

36-551.

“Planning Document” means a written plan developed through

an assessment of functional needs that reflects the services

and supports, paid and unpaid, that are important for and

important to the Member in meeting the identified needs and

preferences for the delivery of such services and supports.

“Provider” means an agency or individual operating under a

contract or service agreement with the Department to provide

services to Division Members.

“Qualified Vendor” or "QV"” means any person or entity that has

a Qualified Vendor Agreement with the Division of

Developmental Disabilities.

“Responsible Person” means the parent or guardian of a minor

with a developmental disability, the quardian of an adult with a

developmental disability or an adult with a developmental

Chapter 35 Pregress Reporting Requirements for Progress Reports and Other

Documentation
Page 2 of 32




36

37

38

39

40

41

42

43

44

45

46

47

48

49

50

51

52

53

M", Division of Developmental Disabilities

DEPARTMENT OF Provider Policy Manual
ECONOMIC SECURITY
Chapter 35

Your Partner For A Stronger Arizona

Pregress-Reporting Requirements for Progress Reports and
Other Documentation

disability who is a Member or an applicant for whom no guardian

has been appointed.

9. “Therapy Services” means Occupational Therapy, Physical

Therapy, Speech Therapy (OCT/PHT/SPT), and Feeding Therapy

provided by OCT or SPT.

POLICY

A. Providers shall develop, maintain, and submit progress reports

and other documentation based on the service being provided.

B. PROGRESS REPORTS AND DOCUMENTATION SUBMISSION

INSTRUCTIONS FOR QV

1. The Qualified Vendors shall submit progress reports and other

documentation as outlined in sections (E) through (H) of this

policy to the Division’s File Transfer Protocol (FTP) site

ftp.azdes.gov using the Reports/ProgressReports/In folder.

2. The Qualified Vendors shall refer to the following documents

located on the Division’s website where Provider and Information

Resources are located:

a. Provider Report File Naming Convention Document
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b. Service Mapping Document

C. Connect to the FTP site using Internet Explorer
d. Connect to the FTP site using Filezilla

e. Connect to the FTP site using Windows Explorer

Qualified Vendors shall submit progress reports to the Member’s

Responsible Person unless otherwise specified in the Member’s

Planning Document.

. PROGRESS REPORT SUBMISSION INSTRUCTIONS FOR IP

IPs shall submit the progress reports to the assigned Support

Coordinator as outlined in section (E) of this policy.

IPs shall submit progress reports to the Member’s Responsible

Person unless otherwise specified in the Member’s Planning

Document.

ELEMENTS OF A PROGRESS REPORTS

ke Division-ofDevel  Disabilities (Division)-d
: _p ‘ol ¢ ,

hewever-Providers shall include the following minimum-elements

must-be-neladed-in a progress reports:
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+a. Member Name,

2b. Member date of birth (DOB)

3c. Member IB-Assist Identification Number (Assist ID),

4d. Qualified Vendor Name or IP Name,

5—\VendorID

6e. Service provided,

#f.  Overall progress specific to pPlanning ¢Document
outcomes,

8g. Performance data that identifies the *mMember’s progress
toward achievement of the established outcomes,

Sh. Current and potential barriers to achieving outcomes, and

46i. A written summary describing specific service activities.;

L1 Additi I . i ) ad
SectionBand b~
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98 - - -
99 sighature-isrequired-everyvisit:

100 E. PROGRESS REPORTS SUBMISSION-INSTRUCTIONSSCHEDULE
101 AND REPORTING REQUIREMENTS

102 1. Providers shall adhere to the following required due dates
103 for progress reports listed by service:

104 a. Monthly Progress Reports

105 i Submit progress reports within 10 business
106 Days following each month for:
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107 a) Habilitation, Behavioral-Supported Group
108 Home

109 b) Habilitation, Group Home

110 c) Habilitation, Nursing Supported Group
111 Home

112 b. Quarterly Progress Reports

113 i Submit progress reports that are due July 15,
114 October 15, January 15, and April 15 for:

115 a) Center-Based Employment

116 b) Day Services, Adult

117 c Day Services, Child

118 d Employment Support Aide

119 e Group Supported Employment

120 f) Habilitation, Hourly

121 g) Habilitation, Music

122 h) Habilitation, Supported Living

123 i) Habilitation, Vendor Supported

124 Developmental Home (Adult & Child)
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125 1) Individual Supported Employment

126 k Pathways to Employment

127 il. Submit Quarterly progress reports for Thera
128 Services as outlined in Section (G) of this

129 policy.

130 C. Semiannual Reports

131 1. Submit semiannual reports (due January 31
132 and July 31) for the following services using
133 Division forms:

134 i Center Based Employment

135 ii. Employment Support Aide

136 ili. Group Supported Employment

137 iv. Individual Supported Employment

138 V. Pathways to Employment

139 2. Submit the semiannual report (due October 1
140 and April 1) for Licensed Health Aide service.

Chapter 35 Pregress Reporting Requirements for Progress Reports and Other
Documentation
Page 8 of 32




141

142

143

144

145

146

147

'Mm Division of Developmental Disabilities

DEPARTMENT OF Provider Policy Manual
ECONOMIC SECURITY
Chapter 35

Your Partner For A Stronger Arizona

Pregress-Reporting Requirements for Progress Reports and
Other Documentation

YAEF 4-digit-Year 4 2019
MM 2-digit-Menth 2 02
PBS A hmemske Rl tlacdes | £ AR
—eea
4 ASSISHD |10 bigitclent-ASSIST |16 1234567890
B
5 SVE ServieeCoder 34 | OFA
o 3 Character DDD Code |5 0111
o 4 Character REV Code A9901
e e T e
—eea
6 SON 3-digit Sequenee 3 000-999
Shorber
7 BEXF FiteExtensien Htariesy | pafi—xdsx
~doecx
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148 F. HOME HEALTH SERVICES REQUIRED DOCUMENTATION

149 1. The Qualified Vendors shall submit, using the same process as
150 outlined in section (B) of this policy, the following

151 documentation:

152 a. Every 60 Days and when there is awithinene Dayoefa
153 change to the Member’s treatment or medication, aA copy
154 of each PCP signed plan of careevery-60-Daysand-within
155 one-Day-of a-change-to-the-Members-treatment-or

156 medication;

157 b. Monthly, a cEopy of pressure injury reports for Members
158 with a pressure injury, to include:

159 i Date(s) of Assessment,

160 . Location of the pressure injury(ies),

161 iii. Staging of the pressure injury(ies),

162 iv. Measurements of the pressure injury(ies) to include
163 size, depth, and drainage, and

164 V. Treatment Plan; and
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165 C. Monthlyard- seizure logs for Members with a seizure

166 diagnosis, to include:

167 i Number of Seizure(s),

168 ii. Date of Seizure(s),

169 iii. Time of Seizure(s),

170 iv. Type of Seizure(s),

171 V. Length of Seizure(s), and

172 vi.  Treatment Planmenthiy.

173 2. Treatment Notes

174 a. The Qualified Vendor shall complete, for Home Health

175 Services, a treatment note for every skilled service

176 encounter by-fer—€linical-services; the treating provider or
177 vendor, with appropriate supervision as# applicable.

178 b. 3——Treatment notes shall have the:

179 i. Date and time of sService, and

180 ii. The signature of the treating provider or supervisor
181 and the Responsible Person.shal-signthe treatment
182 note-every-visit:
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183 H——DPDatetreatmentoceurred

184 tH——Response-to-treatment

185 C. Treatmenet notes shall be filed in the Qualified Vvendor’s
186 Member record and available to the Division upon request.
187 G.  THERAPY SERVICES REQUIRED DOCUMENTATION

188 1. The Qualified Vendor, as outlined in section (B) of this policy,

189 shall:

190 a. Submit the Initial Certified Plan of Care (CPOC) to the

191 Division within 21 Days from the date of the completed

192 initial evaluation to request a service authorization for

193 therapy treatment services.

194 b. Provide an updated CPOC 30 Days before the service

195 authorization end date to avoid gaps in service and request
196 reauthorization of therapy treatment services until the

197 Member is discharge-ready.

198 C. Complete and submit a progress report at least once every
199 90 Days from the initial CPOC signature date or by the end
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of the certification timeframe if the plan of care is less than

90 Days.

d. Adhere to the specific requirements outlined in Division

Provider Manual Chapter 37 and Division Medical Manual

Policy 940.

H. EMPLOYMENT SERVICES REQUIRED DOCUMENTATION

1. In addition to the minimum requirements for the progress report

outlined in section (D) of this policy, Qualified Vendors shall

include:

a. Performance data that identifies the progress of the

Member toward achievement of the established objectives,

b. A detailed record of each contact including hours of service

with the Member,

C. Detailed information regarding specific employment

support activities, and

d. Detailed information about specific job search activities.

SUPPLEMENTAL INFORMATION

A. Providers shall not be required to submit progress reports for:
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Attendant Care (ATC),

Housekeeping (HSK),

Respite (RSP), and

4.

Transportation (TR1).

B.

The Division shall require that Providers keep data that

documents the provision of all services, regardless of whether a

progress report is required, and make this data available to the

Division upon request.

5 Nufsing
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