Attachment E

Billing Category Definitions
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Direct Services

Consultations are provided to a few people and involve emerging needs. Consultations should include modeling appropriate behavior for teachers in the classroom or family child care setting.  Please note that scheduling, preparing, traveling and follow up on consultations should be included as one encounter and captured on the original encounter form.  

On-site Consultation – Time spent at a center or family child care home sharing information and resources, including coaching and mentoring, with center staff/administration or family child care providers on health and safety standards utilizing Caring For Our Children.  

Phone Consultation - Time spent on the phone with a center or family child care provider sharing information and resources, including coaching and mentoring, with center staff/administration or family child care providers on health and safety standards utilizing Caring For Our Children.

E-mail Consultation - Time spent responding to an electronic information or resource request from a center or family child care providers on health and safety standards.  Responses must utilize information from Caring For Our Children.  Documentation for e-mail consultations should be attached to an encounter form.

Provider Training - Time spent educating child care centers or family child care homes using ODH specified or provider-requested curricula.  Trainings are prepared ahead of time and consist of an agenda, sign-in sheet and evaluation.  In general, trainings should be on a specific topic, should last at least an hour and be provided to a group of 3 or more professionals.  Fifteen percent (15%) of these trainings should be community-based.  To meet this requirement, three or more child care programs should be represented at a training.
Collaborations – Time spent conferring with your pediatrician consultant, meeting with a community agency, participating in a community/parent event, participating in child care provider conference calls.

*********************************************************************
Non-Direct Activities

Administration (A) - Time spent doing paper work, billing, or mailing.  Time spent meeting with fellow employees to share information about the HCCO program.  Completing evaluation duties as needed.

Travel (T) - Time spent traveling to HCCO meetings or community events.


Outreach (O) – Time spent promoting HCCO services to other community organizations; attending meetings or events on behalf of HCCO; or producing a provider mass mailing announcing a new training.

Internal Training (IT) - Time spent attending trainings (mandated by ODH or chosen elective programs).  Time spent training fellow employees on a curriculum. 

Research and Resource Development (RE) – Time spent researching a topic or developing educational resources for child care providers.

Data Entry (DE) – Time spent entering encounters, provider assessments and information to the web based database.  

Billing time should only be submitted in .25 increments (.25 is equivalent to 15 minutes).

Invoices should be submitted by the 12th of the month for reimbursement of services provided the previous month.  An example:  the October 2008 monthly invoice should be submitted by November 12, 2008. Please allow sixty (60) days for your invoices to be processed.  Contact Linda Lucas with any questions concerning your invoice at (877) 547-6978 ext. 309 or send an e-mail to llucas@occrra.org.

