Copper Country Mental Health Services
Administrative Guideline

Request for Approval for

Leave of Absence Days from

Contract Residential Provider

PURPOSE:  To provide guidelines and instructions to contract residential providers, CCMH clinical contact staff and accounting department staff regarding approval and reimbursement for days when a consumer is absent from the contract home in which a person resides. 

PROCEDURE:
1.   Prior to any planned absence from the home (i.e., family visits, vacations, etc.), the home provider will complete and fax the attached form to the clinical contact person (usually the case manager/supports coordinator) for that person. 

2. The clinical contact person may approve up to three (3) days of absence for the person.  If the clinical contact person approves the absence, the Provider will be paid for the LOA day(s).  

3.  If the request is for four (4) or more days, the clinical contact person must approve and then obtain approval from his/her supervisor.  If both the clinical contact person and the supervisor approve the absence, the Provider will be paid for the LOA days. 

4.  When signed by one or both parties, the form is submitted to Sue Skytta, Finance Department, who will attach it to the Monthly Occupancy Form.  

5.  If approval is not obtained PRIOR to the planned absence, the LOA day(s) will not be paid.  
6. Non-approved days of absence from the home will not be paid, with the exception of hospitalization.  CCMH will pay the full rate for the entire length of stay in a hospital.   
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