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I.
POLICY

It is the policy of Wraparound Milwaukee and FISS Services that adequate transportation be provided for all clients/families empowering them to meet their needs as established in their Care Plan, to increase their independence in the community and to assure comprehensive/accessible care.

II.
PROCEDURE
A. How to Access Transportation Services.

The Care Coordinator/FISS Case Manager can access transportation services for clients/families through the following means: Transportation Services reimbursement should be sought through the means identified in # 1, 2 & 3 prior to seeking Transportation Services through  # 4 & 5.

1.
Medicaid – Billable Transportation.

When the client’s transportation needs can be covered under T-19 Medicaid, the Care Coordinator/FISS Case Manager must use Transportation Providers that can bill T-19 Medicaid.  These resources are listed in the telephone book.  Network Providers may also be used in this capacity, if they have the ability to bill through T-19 Medicaid.  Funding for these transportation services should not be put on a SAR.

Transportation needs generally covered under T-19 Medicaid are medical-related appointments, Medicaid funded dental/vision appointments, therapy appointments, transportation to Medicaid Day Treatment programs and for any other justifiable T-19 Medicaid approved service.

A “Certification of Need For Specialized & Medical Vehicle Transportation “ (SMV) form (see Attachment 1) must be provided to the Transportation Provider for the Provider to bill T-19 Medicaid.

A Medicaid billable transportation service can also be used for siblings/parents who themselves have a physical disability or Medicaid diagnosis of SED.  Separate SMV forms would need to be completed on all eligible recipients.

When a client is able to safely use an automobile, bus or taxi, and an SMV Provider can no longer document a disability, Care Coordinators / FISS Case Managers must refer the client to the appropriate “common carrier” transportation provider instead of authorizing SMV transportation.

Note:
Milwaukee County’s “common carrier” is Transit Plus located at 1942 N. 17th Street, Milwaukee, WI  53205.  The phone number is (414) 343-1700.



2.
For youth being transported by a parent/caregiver/volunteer to a Medicaid reimbursable service only.
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For those youth who are Medicaid eligible (i.e., SSI, Katie Becket Program, Regular Medicaid) if a parent/caregiver/volunteer driver is transporting a youth and/or if the youth uses a bus, taxi or other means of transport for which the family is paying for, the family can complete a “Request for Medical Transportation Cost Advance/Reimbursement” form.  The form is then submitted to the Milwaukee County Department of Human Services for advance monies/reimbursement (see Attachment 2).



3.
School Mandated Transportation.
A child who is identified as having special education needs and in need of transportation to school or a Medicaid day treatment program should have this identified and supported in their Individualized Educational Plan (IEP) and the Wraparound Plan of Care (POC) / Safety Services Treatment Plan.  If it is supported in the child’s IEP, the child’s school district is responsible for the cost of transportation and it should not be authorized through the SAR process.



4.
Network Provider Transportation.
Transportation Providers are also available through the Provider Network.  Transport companies used through the Network should be put on the client’s monthly SAR.



5.
Care Coordination Agency Transportation.  (For Wraparound Only)

Transportation can also be provided by any Agency approved to provide Care Coordination services at $1.00/unit.  Care Coordinators are therefore not bound to any specific transportation Provider or rate.  They may arrange services through any Care Coordination Agency in the Provider Network.  The vouched dollars requested per month can also be used to purchase bus tickets.  

Note:  The Care Coordination Agency must initially reimburse the Transportation Provider and then the Care Coordination Agency can bill Wraparound for the dollars actually spent up to the limits of the approved voucher.

B. Provider Network Transportation Provider Responsibilities.

1. Criminal History / Criminal Background Check.

A statewide criminal background check must be done by the Transportation Provider prior to hiring a potential driver.  There must be adherence to the Wisconsin Caregiver Law / County Resolution (as referenced in the yearly Fee-For-Service Agreement).

It will be necessary that you complete a statewide Criminal Background Check as set forth in the attached WISCONSIN’S CAREGIVER PROGRAM BACKGROUND CHECK HANDOUT (see Attachment 3).

There are three components to a Criminal Background Check.  All three of the following components must be completed:

· HFS-64 Background Information Disclosure Form (BID Form)

· Department of Justice Criminal History Record Request indicating “No Record” or a Criminal Record Transcript.

· The Department of Health & Family Services (DHFS) letter reporting the status of a person’s administrative findings or licensing restrictions.
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Any other conditions set forth in “Attachment 3” must also be followed.

Reminder:  If an individual has lived in Wisconsin for less than three years, a 


        Federal Background Check must be completed.

2. Valid Drivers License.

Transportation Providers must have current valid driver’s licenses for all their drivers.  A driving record check with the Wisconsin Department of Transportation must be conducted on each potential driver to assure a clean driving record (see Attachment 4 – DMV’s Drivers Abstract Information).  If they are transporting more than 16 passengers, the following information from the Wisconsin Department of Transportation applies:

Transport drivers only need to get special drivers licenses if they are driving in a vehicle that is designed to serve 16 or more passengers, including the driver.  In that case, they need to apply for a Chauffeur’s License and take a written test for a Commercial Driver’s License Instructional Permit – Minimum Class C.  The awarding of this permit will quality the driver for a passenger endorsement on their driver’s license.  In addition, a School Bus License must be issued to a driver if transporting in a school bus.

3. Insurance.

It is the responsibility of all Transportation Providers to furnish the Integrated Provider Network with a copy of the insurance policies as set forth in the Fee-For-Service Agreement.

The Provider Network must have a current copy of all insurance policies.

4. Vehicle Safety/Maintenance.

A copy of a Vehicle Inspection Report for each vehicle used in transporting should have been submitted during the application process.  As vehicles are added to the fleet, an Inspection Report must be submitted to the Integrated Provider Network prior to its use in transporting clients.  All vehicles inspected must have a sticker with the current year verifying the inspection.  All vehicles must be in good repair and working condition.  Clients must wear seat belts that are properly secured at all times during transport.

5. Dispatch/Communication.

The Transportation Provider must have a staff person available to receive or make calls until the last client of the day has been dropped off and received by a responsible caregiver.

All vehicle drivers must have some means of communication with their Agency (i.e., cell phone, dispatch radio, etc.).  These communication devices must be in working order and turned on at all times during transport.

6. Referrals and Emergency Plan.

a.
When a client is referred, the Transportation Provider must receive a completed PROVIDER REFERRAL FORM (see Attachment 5 - Wraparound Provider Referral Form for Wraparound clients and Attachment 6 - FISS Services Referral Form for FISS clients) from the Care Coordinator/FISS Case Manager prior to the provision of services. The REFERRAL FORM will identify emergency contacts/protocol and other related information crucial to maintaining proper documentation by the Transportation Provider.
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b.
In addition to the emergency information on the REFERRAL FORM, it is the Provider Agency’s responsibility to have an Agency “Emergency Plan” (policy and procedure) that a driver will follow if an accident should occur, if a child becomes ill during transport or if any other “emergency” situation should arise.

c.
Transportation Providers must be communicating on a regular basis with Care Coordinators/FISS Case Managers on all clients, but especially on those for which frequent transportation is provided.

7. Pre-Authorization of Out-of-County Travel (Service Codes 5572 & 5574).

Prior to the Care Coordinator authorizing any out-of-county travel for a youth or family, the travel must be pre-approved by Wraparound Milwaukee.  Bill Herd, Wraparound Finance Coordinator,  must be contacted at (414) 257-5385 with the out-of-county travel information (i.e., enrollee name, individual or family transport, pick up address, destination address, number of trips expected for the month, etc.).  Mr. Herd will then compute the out-of-county rate per one-way trip and will enter the information on the appropriate month’s SAR.

8. Rates/Billing.

a.
The following rates will govern transportation services provided through the Wraparound Integrated Provider Network unless indicated otherwise throughout the term of the current Fee-For-Service Agreement:

1) For an individual being transported within Milwaukee County (Transportation 1-way in County) the one-rate way is $20.00 per trip (service code 5571).

2) For an individual being transported out of the County (Transportation 1-way out of County) the base rate is $15.00 per one-way trip (from pickup point) plus $1.00 per mile.

3) For two or more children/caregivers being transported in Milwaukee County from the same or separate locations (Transportation 1-way Family Rate in County), the one-way rate is $25.00 (service code 5573). 

Example:  When several children from the same family require transportation to a service, the Transportation Provider cannot bill for each child separately. Rather, the Provider must bill at the family rate (i.e., if the parent and two or more children must be transported to a day-care center, the family should be billed one time rather than for each person transported).  Another example would be if two or more foster children needed to be transported to the biological parent’s home for supervised visitation.  Again, the Provider would bill the family rate for all individuals transported.  

4) For transportation of two or more children/caregivers out of County (One-way

Family Rate out- of-County), the base rate is $20.00 per one-way trip, plus $1.00 per mile.  
b. A Transportation Provider CAN bill for a “No Show” in the following situations: 

1) For Transportation 1-way in County (5571) two (2) “No Shows” per month, per client can be billed at the set rate of $20.00 one way (one trip).  “No Shows” must be documented on the Transportation Log.

2) For Transportation 1-way Out of County (5572), two (2) “No Shows” per month, per client can be billed at the base rate of $15.00.  “No Shows” must be documented on the Transportation Log.
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3) For Transportation 1-way Family Rate – In County (5573) two (2) “No Shows” per month, per family can be billed at the set rate of $25.00, one way (one trip).  To bill a “No Show” under 5573”, all parties must have missed the pickup.  If any one individual is transported from the family, then this transport should be billed under 5571.

4) For Transportation 1-way Family Rate Out of County (5574), two (2) “No Shows”, per month, per family can be billed at the base rate of $20.00.  “No Shows” must be documented on the Transportation Log.  To bill a “No Show” under the 5574, all parties must have missed the pickup.  If only one individual is transported from the family, then this transport should be billed under the 5572 code.

c.
A Transportation Provider CANNOT bill for a situation in which they arrive late for a pick up and other arrangements have already been made to transport the client. Unless, of course, it is then determined by a responsible adult (for Wraparound) or by the actual adult client (which may be the case for FISS) that the Transportation Provider should still do the transport.

d.
Copies of all completed TRANSPORTATION LOGS (see Section 8) for the applicable month must accompany a Provider’s Invoice when billing.  No payment will be made until all Logs are submitted.  If Provider’s bill more frequently than monthly, the above also holds true.  Providers should bill on-line, but payment approval and check distribution will only occur upon submission of the completed Logs.

NOTE:  Submission of the Logs with the Invoices and subsequent payment is not necessarily indicative of approval of the “quality” and/or completeness of the Log.  Attaching the Logs to the Invoices only indicates to the Wraparound /FISS programs that some level of service was provided.




e.
An original of the Transportation Logs must be kept in the Provider’s file. 

9. Documentation

Transportation Providers must utilize the TRANSPORTATION LOG (see Attachments 7 and 7A) for all transports.  The Logs must contain the following:

a. Name of Agency.

b. Date of Transport – date must include month/day/year.

c. Service Code referencing the type of Transport that will be billed and whether the passenger is a Wraparound client or a FISS Services client.  If the transport is a “No Show”, then a “NS” would  be marked  in the code area.  In the event of a “No Show”, the driver/agency would NOT be expected to complete the drop off time, get a client signature, or indicate the relationship to passenger information on the Log.  All other areas must be completed (i.e., date, code, name of enrollee and name of client that was supposed to have been transported, pickup time and driver’s initials).

d. Name of identified enrolled Wraparound client or identified parent/legal guardian/caregiver for FISS and the names of the actual persons being transported.

e. Pick-up time and location.  Time must be identified as A.M. or P.M. and location must include the address and name of the facility.

f. Drop-off time and location.  Time must be identified as A.M. or P.M. and the location must include the address and name of the facility.

g. The driver’s initials.
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h. Any concerns (if applicable) that become evident during transport.  Concerns may be related to the client’s behavior or verbalizations, any incidents of a critical nature that may have occurred (i.e., epileptic seizure, asthmatic attack, sexual/physical aggression, suicide attempt, etc.), any accidents the vehicle may have been involved in whether it resulted in injury or not, etc.  Additional sheets can be attached to the Log if more space is needed to record the concern.

i. Signature (at minimum – first initial and last name) of a responsible adult caregiver who is receiving the child/youth.

There must be a signature on each line.  Ditto marks or drawing a line down  from the previous signature is NOT acceptable.

Note:  It is highly discouraged for the driver to leave the van unattended to get the signature of a receiving adult caregiver, if other youth are in the vehicle.  If such circumstances arise, it is recommended that the youth being dropped off summon the caregiver to the van to sign the Log or that the youth take the Log to the caregiver, get the signature and return the Log to the driver in the van.  Youth must be supervised at all times.

Having a service recipient pre-sign a Log is fraudulent and may be grounds for termination from the Network and any future contractual relationships with Milwaukee County.

j. The person / service recipient signing the Log should indicate their relationship to the passenger being dropped off.  For example, the child may be dropped off at the home from a therapy appointment and the mother is the receiving adult caregiver.  “Mother” or “Parent” should then be written in the “Relationship to the passenger” column.  If the passenger were an adult, they would sign the Log and write “Self” in the relationship column.

k. The Transportation Agency Director / Owner then signs and dates the completed Log as soon as possible after the services are rendered.  This assures knowledge of the days events with his/her drivers and allows for timely follow-up of issues, as needed. 

The Log must be signed and dated by the Director / Owner prior to submitting the Log for billing.

Note:
For auditing purposes, at minimum, the following previous requirements must be evident on the Log, or monetary disallowances will occur – 8a, 8b, 8c, 8d, 8e, 8g, and 8i.
10. Transportation Log/Documentation Maintenance.

a. The Transportation Provider must keep ONE (1) Log per client/per month. 

b. The Transportation Provider can determine how they prefer to file their Logs at their Agency (i.e., per month/year, per client, etc.) for those active clients.  If the Log is not being kept in the client file during the time services are being actively provided, the Logs must be filed in the client’s file after the last date of service.

c. Referral Forms and other relevant client related documentation must be kept in an organized manner and be easily accessible.   Each client must have their own file. As client related information is confidential, client files must be kept in a safe and secure fireproof cabinet or room.  Client files of minors must be maintained at the agency until the youth turns 19 or 7 years past the last date of service, whichever is longer.  Client files of adults (i.e., FISS clients) must be maintained for 7 years after the last date of service.

WRAPAROUND MILWAUKEE

Transportation Services Policy

Page 7 of 8
d. The maintenance of organized and neat files and Logs is of utmost importance for auditing purposes.

11. Cancellations, Drop Offs, Pick-Ups, and Running Late.  

(Relevant to Transport Agencies, Care Coordinators/FISS Case Managers and other Providers/Caregivers who may be waiting for Transport Company to pick up a client.)




a.
Cancellations.

If a transportation request needs to be cancelled for any reason, it is the responsibility of the Care Coordinator / FISS Case Manager or designated Child & Family Team member to call the Transportation Provider regarding the cancellation.  The call should be made as soon as the need to cancel becomes evident.




b.
Drop-Offs.

All clients (minors) must be received by an identified / responsible adult caregiver when being dropped off at an agency, home, appointment, etc.




c.
Pick-Ups/Running Late.

If a Transport Driver anticipates that they are going to be more than 15 minutes late for a pick-up, they must notify the individual that they will be picking up or the identified contact person (i.e., the Therapist, if the youth is at a counseling session) who is responsible for the client at that pick-up location.  It is also permissible for the Transportation Agency Dispatcher to make the call to the client/contact person.

The Driver/Dispatcher should inform the client/contact person of the situation and indicate the time that the Driver will arrive.  If this arrival time is acceptable to the 

client/contact person, then no further arrangements need to be made.  In the case of a late Transport for a minor, the contact person should then notify the identified caregiver of the situation and remain with the youth to provide supervision.

In a situation in which 15 minutes have lapsed and the client/contact person has not received a call from the Transportation Provider indicating that they are running late, the client/contact person should initiate a call to the Transportation Provider to inquire about the situation.  If the Transportation Provider cannot be reached, then the

client/contact person will need to decide if they want to begin coordinating an alternate means of transportation. 

The contact person should refer to the Referral Form for caregiver phone numbers, emergency contacts and Care Coordinator/FISS Case Manager phone numbers to assist them in coordinating an alternate means of transportation.

If an alternate means of transportation is sought and arranged, and the Transportation Provider arrives in the meantime, the client/contact person (with permission from the caregiver in the case of a minor) should inform the individual with whom arrangements have been made and they should collaboratively determine if the Transportation Provider should still do the transport.  If it is determined that the Transportation Provider should not transport the client, then the Transportation Provider cannot bill for that transport.

12. Physical Contact (touching)/Harassment
Under no circumstances should a driver have physical contact with a client (exception to the above applies when the client needs assistance entering or disembarking from the van due to 
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a disability).  All Provider/Drivers are to abide by any State Laws/Statutes related to harassment/permissible client contact.

13. Care Coordinator/Safety Services Manager Responsibilities.

a. It is the responsibility of the Care Coordinator / FISS Case Manager to complete a program specific PROVIDER REFERRAL FORM (see Attachment 5 or 6), which is then forwarded to the Transportation Provider prior to the provision of services.  

b. Care Coordinators / FISS Case Managers must collaborate with and be in frequent contact with Transportation Providers, especially if a transportation request would need to be cancelled on short notice.

c. Issues related to changes in the client’s status, address, etc., and/or any changes related to the information on the Referral Form, must be made known to the Transportation Provider immediately.

d. Identified contact persons at the clinics / facilities where the client is going for services must also be informed of changes related to the Transportation and Referral Form information (i.e., transport company phone number and name/contact person at transport company, parent/caregiver name, address and phone number, emergency contact and phone number, Care Coordinator/FISS Case Manager’s name/phone number/emergency number).  This is most important, as these contact persons will be responsible for seeing the clients off, following up with Transportation Providers if they are running late, or possibly arranging for alternative means of transportation for the client.

14. Suspension/Termination.

Failure to abide by this Policy & Procedure may lead to suspension and/or termination from the Wraparound Integrated Provider Network and/or further contractual relationships with Milwaukee County.  Transportation Providers are responsible for disciplining, suspending or terminating drivers who place children and families at risk.  See the Fee-For-Service Agreement for further specifics related to suspensions/terminations.

Reviewed & Approved by:                                                                                                       








    Bruce Kamradt, Director
DDJ – 11/8/06 – Transportation P&P
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