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2010 Instructions for Completing and Submitting 

Reports for the Metropolitan Caregiver Connections Collaborative (MCCC)

This document provides instructions for completing and submitting reports for the MCCC. It is divided into four main sections: REPORTS TO SUBMIT, REPORTING DUE DATES, SERVICE REPORTING INSTRUCTIONS and FINANCIAL REPORTING INSTRUCTIONS. Please take time to read these instructions completely to ensure a positive reporting experience!
NOTE: The most current version of all 2010 MCCC instructions and attachments can be downloaded from the www.elderberry.org website. From the homepage, click on “Resources”, and then click on “Grant Reporting Resources.”  From there you’ll choose the Metropolitan Caregiver Connections Collaborative link.
QUARTERLY REPORTS TO SUBMIT:

    EDUCATION PARTNERS: (Diabetes) 
At the end of each quarter (see next section for due dates), please send the following items to Elderberry Institute NO LATER THAN the due date indicated:

Fax copies of:

1. All completed EDUCATION OR TRAINING SESSION SIGN-IN SHEETS (please submit as soon as possible after completion of the session).

· Group Education: You will report the numbers of caregivers (unregistered) attending group education event sessions under this category.
2. A copy of your completed 2010 GENERAL DATA FORM (these completed forms will be used by the lead Agencies to produce a narrative report, but individual partners are not required to submit a narrative).
        LAH/BNP PARTNERS:
At the end of each quarter (see next section for due dates), please send the following items to Elderberry Institute NO LATER THAN the due date indicated:

An email message, with the following items attached (send to bernieryan@elderberry.org):

1. Service Reports:

· DATABASE EXPORT FILE(S) (see database instructions),

· Completed 2010 GENERAL DATA FORM (these completed forms will be used by the lead Agencies to produce a narrative report, but individual partners are not required to submit a narrative).

2. Financial Reports:

· EXCEL WORKBOOK that you will receive from Bernie in mid-February with numbers you have added for the appropriate quarter (see FINANCIAL REPORTING INSTRUCTIONS section, below).
Fax copies of:

1. All completed EDUCATION SESSION SIGN-IN SHEETS (please submit as soon as possible after completion of the session).

Group Education: If there are any LAH/BNPs that do hold group education sessions, Program will report the number of caregivers (registered and unregistered) attending group education sessions under this category. Group education has typically been conducted by education partners, though not always.  

2. Caregiver Surveys:

· All completed 2009 CAREGIVER SURVEY FORMS.

3. Request for Respite Pool:

· Fax copies of any of the Forms.
LAH/BNPS PLEASE NOTE:  There are new reporting requirements for those programs holding support group sessions.  

Support Groups: Support Group (under COUNSELING) is now a registered service – i.e. service providers will need to gather demographic information on persons served. AND support group sessions will no longer be counted in general data reporting. Instead, we will be counting registered individual caregivers attending in this category. The MCCC goals for support groups will be changed to reflect individuals attending by using an average of six caregivers per session multiplied by the current session goals for 2010, because six is the minimum number of attendees that will meet the MCCC definition.
REPORTING DUE DATES FOR 2010:

	Quarter
	Due Date
	Reports Due:

	1 (January – March)
	Monday, April 5, 2010
	Export, General Data, Financial & Surveys

	2 (April – June)
	Friday, July 2, 2010
	Export, General Data, Financial & Surveys

	3 (July – September)
	Monday, October 4, 2010
	Export, General Data, Financial & Surveys

	4 (October – December) 
	Tuesday, January 4, 2011
	Export, General Data, Financial & Surveys


SERVICE REPORTING INSTRUCTIONS:

Each member of the MCCC is required to provide appropriate quarterly reporting data to Elderberry Institute. LAH/BNP partners are required by the MAAA to report service data electronically through use of a database tool.

The following service data forms and instructions are available on the Elderberry Institute website:
· ATTACHMENT A: The 2010 Program Registration form,

· ATTACHMENT B: The Volunteer form, 

· ATTACHMENT C: The 2010 General Data form,

· ATTACHMENT D: The Consent form,

· ATTACHMENT E: The 2010Caregiver Survey form,

· ATTACHMENT F: The 2010 Service Definitions,

· ATTACHMENT G: 2009 Elderberry DATABASE Reporting Instructions for MCCC,
· ATTACHMENT G1: 2009 MCCC Elderberry Database Set-up Instructions,
· ATTACHMENT H: Education event sign-up sheet

· ATTACHMENT I: Educational Session Evaluation Form
· ATTACHMENT J:  Respite Home Health Aide Invoice
· ATTACHMENT K: 2010 Elderberry DATABASE Service Type Changes
· ATTACHMENT L: Quarterly Financial/Expense Report
Please read the instructions below so that you know how to utilize these forms correctly.

1. ATTACHMENT A: The 2010 Program Registration form: The information requested on this form must be entered in your database tool. You are not required to use the paper form, but you may fill it in and then transfer the data to a database if you wish. You do need to have a “Consent” form on file (see #4 below) for the people you serve, unless the only service you are providing for them is General Assistance or a Group Education or Training Session. DO NOT SEND COPIES OF REGISTRATION FORMS TO ELDERBERRY INSTITUTE.

2. ATTACHMENT B: The Volunteer form: The information requested on this form must be entered in your database tool. You are not required to use the paper form, but may fill it in and transfer the data to a database if you wish. DO NOT SEND COPIES OF VOLUNTEER FORMS TO ELDERBERRY INSTITUTE.

3. ATTACHMENT C: The 2010 General Data Form should be used to record hours of volunteer group respite care, General Assistance Contacts, # of Newsletters sent, numbers of unreported caregivers and group education events using the Powerful Tools for Caregivers, . Please record services you’ve provided over the course of the quarter on this form. Only one of these forms should be filled in per quarter. COMPLETE AND ATTACH AN ELECTRONIC COPY OF THIS FORM WHEN YOU SEND YOUR DATABASE EXPORT TO ELDERBERRY INSTITUTE EACH QUARTER, OR FAX IT TO ELDERBERRY INSTITUTE.

4. ATTACHMENT D: The Consent form should be used to document the fact that you’ve made a “good faith effort” to obtain consent from the caregiver/care receiver/volunteer to share information about them with the MAAA. Simply have the person you’re serving (or the volunteer) sign the form and keep it on file in your office. If you’re unable to obtain a signature, attempt to obtain permission over the telephone. You do not have to collect demographic information on people you are serving if they receive only Volunteer Group Respite Care, General Assistance, or Group Education or Training. DO NOT SEND COPIES OF CONSENT FORMS TO ELDERBERRY INSTITUTE.

5. ATTACHMENT E: The 2010 Caregiver Survey form: All of the caregivers you serve should be asked to complete this simple survey, focusing on the PRIMARY service they receive from you. PLEASE FAX ANY COMPLETED FORMS YOU HAVE TO ELDERBERRY INSTITUTE BY THE REPORTING DEADLINE.
6. ATTACHMENT F: The “2010 Service Definitions:  Title III-E Services to Caregivers as related to the MCCC grant document provides definitions for the various types of services which can be provided by MCCC partners. If you have questions about how to report a particular type of service, check this document. BE SURE YOU’RE USING THE UPDATED DEFINITIONS AND UNITS OF SERVICE FOR 2010.
7. ATTACHMENT G: Elderberry Database Tool Instructions for Reporting for the 2009 Caregiver Connections Collaborative Grant: This document has not been updated for 2010. LAH/BNPs should use these instructions to properly record and export service data from the Elderberry Database Tool. USE THE DATABASE TO EXPORT SERVICE RECORDS TO ELDERBERRY INSTITUTE AT THE END OF EACH QUARTER.
       ATTACHMENT G1: Elderberry Database Tool Set-up Instructions: This document has not been revised since 2009.  These are pictorial instructions for setting up new service types, service category links, additional service types, screening for tipsheets and income.

*** YOU MUST REVIEW AND FOLLOW THESE UPDATED FOR 2009 DATABASE INSTRUCTIONS AS WELL AS THE SERVICE TYPE CHANGES IN ATTACHMENT M.  THIS IS IMPERATIVE FOR PROPER REPORTING TO THE MAAA. ***

8. ATTACHMENT H: Education Session Sign-In form: Education Partner: Please remember to use sign-in sheets when you perform education/training events. We need the topic and date of the session, the CCC Partner(s) leading the session, and the names of the people who attend. For caregiver education sessions, provide a list of the names of all caregivers in attendance. EDUCATION/TRAINING SESSION SIGN-IN SHEETS SHOULD BE SUBMITTED TO ELDERBERRY INSTITUTE BY FAX AFTER THE COMPLETION OF THE SESSION.

9. ATTACHMENT I: Education Session Evaluation form: Education Session providers should ask attendees to their sessions to complete and return this form to the speaker at the end of each session. The form is for the use of the Education/Training providers. DO NOT SEND COPIES OF EVALUATION FORMS TO ELDERBERRY INSTITUTE.

10. ATTACHMENT J:  Request for Reimbursement – Paid Respite (Home Health Aide) form:  There is more information about this form later Financial Reporting Instructions on page 7.

11. ATTACHMENT K:  2010 Service Type changes for the Elderberry Database System:  Use the table to ensure that you have all the correct services for 2010 in your database.
FINANCIAL REPORTING INSTRUCTIONS:

The following financial data forms and instructions are attached to this document:

· ATTACHMENT L: SAMPLE 2010 Financial Report Form
Quarterly Financial Reports

Each member of the MCCC is required to provide quarterly financial reporting data to Elderberry Institute.  The MAAA has mandated that reports be submitted electronically through an Excel spreadsheet tool.  You will all receive an electronic copy of the 2010 MCCC financial report form in February, 2010.  If you have not received this form by March 15, 2010 please call Bernie at Elderberry Institute (651-649-0315).  The file that you receive will have tabs at the bottom of the worksheet, one for each quarter and a final. Please be sure to complete the correct quarter.  
Once you have submitted your three data text files to Bernie, she will import the data into the Elderwise system and send you a report of the data that exported.  You will use these units to complete the computation of unit reimbursement on your Quarterly Financial/Expense Report.  You only report those units that are within your budget.  
Computation of Unit Reimbursement
· Line 1 Enter the number of units in each category.  

· Line 2 is the rate the MAAA will pay for each unit of service

· Line 3 will then calculate to give you the amount you will be reimbursed for those units.

· Line 4 shows you the match that you need to provide for your reimbursement. 

 YTD Units Earned
· Line 5 is an automatic calculation of the units you have been reimbursed for in each category.
Financial Reporting

· Line 6 is based on your personnel costs for the quarter.  You can divide your personnel costs evenly across each category or if your organization tracks its personnel costs by service you can enter the actual expense for each category. When completing this line, you should be aware of what your total budget is so that you do not document more expenses than your budget allows. Refer to Attachment F “Service Definitions” to identify the services provided under each category. 

The allocations can be made either on 1) a general formula approach based on what each grantee provides as services that are paid for from the grant, or 2) by a specific allocation of expenses based on individual time sheets and allocation of other expenses at the time they are posted.  If a general formula approach is used, the grantee must use a consistent approach and keep a description of the approach used as part of documentation for a potential audit. 

· Line 7  If you submitted an invoice for paid respite to Elderberry Institute during the quarter the amount you received should be entered on line 7 in the respite category

· Line 8 is a calculation of the sum of line 3 and 4.  You should not be entering anything in this line.

· Line 9 is where you enter any participant contributions you received for any caregiver services your organization performed. 

· Remember you are required to provide caregivers with the fee schedule as discussed at the partnership meeting. When there is income from contributions or donations from participants for services provided, that income is reported on Line 9.  The income stays with the partner organization and is not shared among the partners.  The MAAA has clarified that all fees/contributions from program participants accrued under each service category must be reported. You are not able to designate only those contributions that will attain the dollars identified in the budget. If you receive more contributions than were budgeted, you can increase the expenses in the line items at the top of the form so that you can claim all federal funds budgeted.

· Line 10 is used to report any additional income received by your organization to perform the caregiver services.

· Line 11 is a calculation of the total net cost for Caregiver Services under this grant.

· Line 12 will calculate at the total Federal Share.  The Total Cost in Line 12 is the amount your program will be reimbursed for the quarter. 

· Line 13 will calculate as the match provided. 

Request for Federal Funds

· Funds in the amount of ______ will autofill in this cell.  This is the amount your program will be reimbursed.
NOTE:  Your quarter 2 or quarter 3 reimbursement will likely have the advance funds deducted from your payment. 
After you have completed the financial  input for the quarter, save the file and email it to Bernie as an attachment at bernieryan@elderberry.org. 
If for some reason something doesn’t work, please call Bernie so we can figure out what is happening. These reports are due to Elderberry Institute on the dates detailed earlier in this document.   Elderberry Institute will then combine all of the numbers from all of the partners and submit the summary report to MAAA by the 10th of the month following the end of the quarter.

Request for Payment
As described in each sub-contract with each collaborative partner, an initial cash advance of one forth of the Partner’s grant funds will be paid in the first quarter of 2010.  The balance of grant funds will be paid on a quarterly basis upon submittal of the quarterly financial and services report for the previous quarter.  No payment will be made until the funds have been received from MAAA.  
CAREGIVER SERVICE POOL

The MCCC project includes a “pool” of dollars that is retained by Elderberry Institute and can be used by members of the MCCC to help pay for certain caregiver respite services.  The “pool” is a total of $1,000 during the next twelve months of the project (from January 1, 2010 – December 31, 2010). Pool funds are available for paid respite (home health aide).
Respite (Home Health Aide) Guidelines  
Each of the participating LAH/BNPs have access to the “respite pool” to pay for costs associated with providing home health aide services as paid respite care to persons who are participants in the project.  The “pool” of dollars is generally to be considered as the payer of last resort and used when all other funding sources have been exhausted or not available.  Examples include when the person is not eligible for any third party reimbursement or when the caregiver or care-receiver cannot pay the full cost or their share on the sliding fee schedule.  At the same time the “pool” can also be used when the participating MCCC partner feels that respite is needed and the caregiver or care-receiver is not initially willing to pay for services, or when “trial” respite may help to demonstrate the value or to get such service started. 

Elderberry Institute is implementing a simple approach to requesting funds from the “pool” and tracking the results.  In order to obtain payment from the “pool” the participating MCCC partner will first provide the home health aide respite and will determine the method for payment for the cost of providing care.  The portion of the cost that is to be billed to the “pool” is determined by the local participating MCCC partner and the participating partner generates a “Request for Reimbursement”.  A copy of the form to be used is attached to this document (ATTACHMENT L).  The MCCC partner submitting the request enters their name, address, date of the request, and contact information at the top of the form.  The requester then enters the number of hours to be reimbursed for each home health aide during the period covered, rate of payment per hour and the total amount requested.  The number of hours can include the total number for the time period covered by the “Request for Reimbursement”.  Information related to each different home health aide is to be entered on a separate line.  At the bottom, enter to whom the check is payable: (usually the same as the requester—you may enter “same as above”) as well as the Total amount of the request. 

Elderberry Institute will enter this Total in its accounting system and issue a check to the Requester. 

NOTE OF CLARIFICATION: The Respite (Home Health Aide) Pool is available ONLY to pay for services provided by Home Health Aides, or for Program staff working OUTSIDE THEIR REGULARLY REIMBURSED HOURS to provide paid respite for the caregivers of elders. It may NOT be used to reimburse a LAH/BNP for time spent by staff to provide respite services during the regular paid hours of that staff person, because doing so would constitute double payment to the Collaborative partner for respite services from MCCC funds.
Please direct questions to Bernie Ryan at Elderberry Institute, 651-649-0315 or bernieryan@elderberry.org. 
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