
Developmental Disabilities Services

PRO-RATED STAFF 
TRAINING



PROCEDURES
 New forms put into place in March of 2010 

replace all previous instructions related to 
direct care shared staff

 Forms must be used by group homes, 
apartments or in any living situation where 
shared staff are used to provide direct care



IMPORTANT….
 If transportation is included 

as a service, you must 
explain how transportation 
will be used in the PCSP 
narrative

 Staff fringe benefits are not 
required to be justified if 25% 
or less – however, if they are 
over 25%, the fringe 
calculation worksheet must 
be submitted 



Supportive Living Worksheet Scenario

 Group Home has 10 Persons
 Residential Staff

Scheduled            Days                        Hours

DM Monday-Friday 12pm to   8am
JT Monday-Friday 4pm to 12am
KC Monday-Thursday     12am to   8am
NK                 Saturday/Sunday         8am to 12pm
MG                Saturday/Sunday         7am to 11pm
SL Fri, Sat. & Sun 12am to  8am

 All 10 persons utilize the residential staff for their 
care



See the areas shaded in yellow?…you enter data in those cells 

NOTE: The yellow shaded cells turn to a white background once you enter data



Entry to Pro-Rated Direct Care Staff and Fringe Worksheet

 Enter the name of each worker in “Staff Name” 
column

 Next, enter the days or hours worked per week 
for each worker in the “Schedule” column

 Enter the days or hours each position works in 
the “Hours/Days Per Week” column

 Enter the number of weeks worked per year in 
the “Weeks Per Year” column

 Enter the hourly or daily rate for each worker in 
the “Rate” column

 Enter your fringe benefit rate % in the “Fringe 
%” column

 At the bottom of the page, enter the number of 
persons served by shared staff 



 The “Salary” column will 
automatically calculate cost 
of each position and display 
total at the bottom

 The total column will 
calculate the Salary + Fringe 
amount

 The amount per individual 
will automatically calculate 
and display 

Calculations on Pro-Rated Direct Care Staff and Fringe 
Worksheet

Presenter
Presentation Notes
Note: remember to include all residents who reside in facility whether funded or unfunded. The only exception is residents who have all individual waiver staff and do not share the residential staff.





Supportive Living Total Costs sheet….

The Amount Per Individual total figure 
from the Supportive Living Pro-Rated 
Direct Care Staff and Fringe Worksheet is 
transferred to the Total (Supportive 
Living) line on the Total Supportive Living 
Costs page of the spreadsheet



Note the areas shaded in yellow…

NOTE: The yellow shaded cells turn to a white background once you enter data



Enter data on SL Total Costs Page
 Enter individual’s name and Medicaid number
 Enter beginning/ending plan dates
 Enter days of service per month
 Enter any one-on-one staff name, salary, days/hours 

and fringe percentage
 Enter direct care supervision months and rate
 Enter miles of transportation (if applicable)
 Enter and respite salary and days/hours and fringe 

percentage (if applicable)
 The supportive living daily rate and total amount will 

calculate





To get figures into ACS 703 (PCSP) forms….

 Enter the number of days 
and the Supportive Living 
Plan Total amount on the 
“Annual Salary and Fringe 
and/or Annual Rate” area on 
the Supportive Living Array 
Worksheet on the Supportive 
Living line in the Total 
Requested column (Black
arrow on slide 15)

 Enter the dollar amount on 
the “ACS Waiver Plan Budget 
Sheet” (Blue arrow on slide 
16)



 If there is respite on the 
Supportive Living Pro-
Rated Direct Care Staff 
and Fringe Worksheet, 
enter days and dollar 
amount to Supportive 
Living Array Worksheet in 
the Respite Care line in 
the Total Requested 
column (Red arrow on 
Slide 15)

 Enter the dollar amount on 
the ACS Waiver Plan 
Budget Sheet (Green 
arrow on Slide 16)

To get figures into ACS 703 (PCSP) forms….



Supportive Living Array Worksheet (ACS 703)



Budget Sheet (ACS 703)
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