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Welcome

• Question and answer (Q&A) can be accessed in the top left corner of 
your screen. This will be utilized for questions. Chat and video have 
been disabled.

• If you do not have access to the Q&A, please email 
BOQTraining@scdhhs.gov.

• We will get started shortly. 

mailto:BOQTraining@scdhhs.gov


• This webinar will cover an overview of the task sheets, missed visit 
codes and a provider Q&A session.

• We would love to know any topics you would like us to discuss during 
these monthly meetings. ​

• Email BOQTraining@scdhhs.gov with any suggestions or include on the 
survey at the end of the meeting. 
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Purpose

mailto:BOQTraining@scdhhs.gov


• SCDHHS has completed an FAQ document that can be located on the 
Office of Waiver QA & Compliance site: Waiver QA, Training, and 
Compliance

• Please refer to the FAQ for questions and answers.
• If a question appears in the Q&A section multiple times, we will refer 

to the FAQ after the third explanation. 
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Frequently Asked Questions (FAQs)

http://www.scdhhs.gov/partners/quality/waiver-qa-training-and-compliance
http://www.scdhhs.gov/partners/quality/waiver-qa-training-and-compliance


• Aides must start providing services on the start date of authorization.
 Services must be documented in the electronic visit verification (EVV) system.
 Task sheets must be completed for each date of service provision.

 Documentation can include multiple services on same sheet if services can be easily 
identified and tasks performed can be distinguished.

 Tasks documented must show services are provided according to the service plan 
(SCDHHS) and/or authorization (South Carolina Department of Behavioral Health and 
Developmental Disabilities, Office of Intellectual and Developmental Disabilities [BHDD-
OIDD]).

 Must be reviewed, signed with original signature and dated every two weeks by the nurse 
supervisor.

 Must be filed in the participant’s file within 30 days of service.
 Participants and/or family members do not need to sign task sheets. 
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Aide Requirements 



Activities Task Sheet Report

• At the top of the Phoenix Activity Task Sheet 
Reports, there is a ‘Report Created At.’ Provider 
must print it weekly.
 Do not backdate signatures.

• The nurse supervisor must sign within two weeks 
of service provision.

• The task sheet must be filed in the participant 
record within 30 days of service provision.

• When resolutions are submitted, there is no way 
to document tasks during the resolution process. 
 Nurse supervisor should document the tasks provided 

by the report.

 Nurse supervisor should initial and date any changes to 
the report.

 Paper task sheets can be utilized if provider chooses to 
do so.
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Service Authorizations

• Service authorizations are 
completed on a Service Provision 
form.
 Providers must print or save all 

Service Provision forms from Phoenix 
upon receipt and maintain it in the 
participant’s record.

• A new service authorization is 
issued when:
 There is a change in service duration, 

and
 A change in the frequency or hours of 

service provided.
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Participant Records

• Please be sure to have the SCDHHS service 
plan, formally referred to as the Community 
Long-term Care Service Plan, in the waiver 
participant’s record.

• New service plans are completed annually by 
the case manager.

• When a new service plan is received, print 
the new plan and place it in the participant’s 
record.

• Do not remove or shred the service plan from 
your records.

• For OIDD participants, the case manager 
should provide the assessment for the waiver 
participant. If not received, the provider can 
contact the case manager and request a copy 
of the assessment. 

8



Task List Development

• The ‘Interventions’ section of the SCDHHS 
service plan has services the aide is to assist 
the participant with.

• These are the tasks the nurse supervisor will 
utilize to develop the task list for the aide.

• Aides should document tasks are completed 
on the daily task sheet.

• Aides should not provide assistance with any 
Activities of Daily Living (ADL) that are not 
identified as needs in the service plan.

• If the service plan does not meet the need of 
the participant, providers should contact the 
case manager via Phoenix to inform them of 
the participant change in status. 
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• When a participant does not receive a daily service, the provider must follow these instructions for 
the type of service:
 Personal care services: Document the missed visit reason code in Phoenix, using the ‘Missed Visit’ tab.

 Children’s personal care services: Monitor the EVV claims of the participant for F2 codes indicating the services 
provided were less than the number of services authorized. The case manager must be informed of the reason 
services were not provided as authorized via Phoenix (SCDHHS) or Therap (OIDD) for waiver participants. 

• When two consecutive attempted or missed visits occur, the case manager must be notified 
directly via Phoenix or Therap.

• If the provider determines services cannot be performed as authorized, the case manager must be 
notified immediately.
 Contact case managers for SCDHHS via Phoenix Conversation.

 Contact case managers for OIDD via telephone. 

 If telephone contact is used, provider must document the contact in the participant’s record. 

 Telephone numbers for case managers can be found on the authorization form. 
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Missed Visits



Missed Visit Subtab

• Personal care providers are required to enter 
a reason for any time an authorized service 
was schedule but was not provided.

• From the “Missed Visit” screen, providers can 
enter the date ranges and client number to 
narrow search results. 
 Click “Search.”

• Children’s personal care will not generate a 
missed visit in Phoenix. Instead, an F2 code 
will generate on the Client Activity 
Report/Provider Activity Report indicating 
services provided for the week are less than 
authorized. Providers should reach out to 
case managers via Phoenix Conversation if an 
F2 code is indicated to tell them the reason 
services were not provided as authorized. 
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Missed Visit Subtab (cont.)

• After clicking “Search,” missed visits will be 
displayed. Providers will select the reason(s) 
for each missed visit. 
 A. Attended less than five hours: Adult Day 

Health Care (ADHC) code does not apply to 
personal care services.

 B. Holiday: Holiday listed in Phoenix that 
provider observes.

 C. Missed visit: Aide is not available to provide 
services.

 D. Service interruption: Waiver participant is not 
available to receive services.

 E. Transportation issue: ADHC code does not 
apply to personal care services.

 F. Other: Inclement weather, etc. 

• Don’t forget to click “Save.”
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• Do past deficiencies continue to affect your score each year if the 
same folder is requested again?
 Routine reviews assess whether the provider is following the scope of services 

after the most recent corrective action plan has bee put into place. SCDHHS 
may review the same participant or staff member, but any documentation 
created before the corrective action plan was implemented will not be 
included. 
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Questions from Survey Results



• How will the “Big Beautiful Bill” affect current and potential Medicaid 
clients with their future services?
We are actively reviewing the executive orders, memos and other guidance 

issued by SCDHHS leadership to assess any potential impact on the South 
Carolina Healthy Connections Medicaid program. 

 Based on guidance from the Office of Management and Budget, Medicaid 
operations are expected to continue without interruption. South Carolina’s 
access to the U.S. Department of Health and Human Services’ payment portal 
remains active. 
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Questions from Survey Results (cont.)



• What must the registered nurse (RN) sign if a licensed practical nurse 
(LPN) completes an admission on the Children’s Personal Care (CPCA) 
client? 
 LPNs are not authorized to assist with CPCA participants in any capacity. Per 

SCDHHS policy, all CPCA services must be delivered under the supervision of 
an RN who meets the qualifications outlined in the CPCA Scope of Services.

 LPNs are not allowed to sign task sheets, complete assessments or conduct 
supervisory visits for CPCA participants. 
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Questions from Survey Results (cont.)



• Can an LPN follow up with supervisory visits and does the RN sign 
after the LPN? 
 The only item requiring an RN’s signature after completion by an LPN is the 

Competency Evaluation form. If the competency evaluation is administered by 
an LPN, the RN must sign and date the form in the section designated for the 
RN supervisor’s signature.
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Questions from Survey Results (cont.)



• When a resolution is entered because Authenticare was not working,  
what documentation must be at the office? 
 If a resolution is submitted for a date of service, a task sheet listing services 

provided must be maintained in the participant’s file.
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Questions from Survey Results (cont.)



• Children’s personal care
• Personal care scope
• ADHC
• Nursing 
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References for Scope of Services

https://www.scdhhs.gov/sites/dhhs/files/documents/Children's%20Personal%20Care%20Final%20Draft%207-1-25%20.pdf
https://www.scdhhs.gov/sites/dhhs/files/documents/Children's%20Personal%20Care%20Final%20Draft%207-1-25%20.pdf
https://www.scdhhs.gov/sites/dhhs/files/documents/-Personal%20Care%20Scope%20%20Final%20Draft%207-1-25.pdf
https://www.scdhhs.gov/sites/dhhs/files/documents/-Personal%20Care%20Scope%20%20Final%20Draft%207-1-25.pdf
https://img1.scdhhs.gov/hcbs/Adult%20Day%20Health%20Care.pdf
https://img1.scdhhs.gov/hcbs/Adult%20Day%20Health%20Care.pdf
https://www.scdhhs.gov/sites/dhhs/files/documents/Nursing%20-%20Final%20Draft%207-1-25.pdf
https://www.scdhhs.gov/sites/dhhs/files/documents/Nursing%20-%20Final%20Draft%207-1-25.pdf
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Questions



Office Hours 
Feedback Survey
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Survey
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