
Overview of New Payment Voucher for In-Home hourly care workers 
 
As a result of changes in federal Department of Labor (DOL) Fair Labor Standards Act (FLSA) laws 
In-Home Services Programs are now required to track hours worked per day by HCW/PSWs. It is 
very important to write clearly on this voucher. If staff cannot read the information you cannot be 
paid. 
 
You will only receive one copy of the new voucher for each service period. It is important that you 
keep a separate record of your time in case your voucher is misplaced or there is a question about any 
of the information reported. See Provider Time Tracking Sheet (pages 7 – 8). 
 
The front page of the voucher now includes instructions and examples to help you complete the 
voucher. The ‘How to fill in your new voucher’ portion of the voucher explains the required fields 
needed to correctly complete your voucher. It also shows examples of an HCW/PSW reporting a split 
shift after taking a 30 minute break from 12:00 pm until 12:30 pm. The example also shows reporting 
a graveyard shift crossing over midnight. The HCW/PSW splits their shift that started at 8:30 pm on 
the 9th and ended at 4:00 am on the 10th. The first shift has an end time of 12:00 am and the second 
part of the shift has a begin time of 12:00 am. 
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The second page of the voucher has the service plan authorization information at the top. Each time 
you receive a voucher you should confirm that information in this area is correct, including;  

 The recipient name 
 Recipient # 
 Your name and your provider #,  
 The Case worker information,  
 The service period auth.,  
 The hours authorized, and  
 Any mileage that was authorized.  

 

 

If any of this information is incorrect contact a worker right away. 

The second page also has the new time tracking columns where you will report your shift 
information. Each time you go to work or begin providing an authorized service from the task list for 
your consumer/employer you will report the date, the time you began working and the time you 
finished working being sure to clearly mark AM or PM.  
 

 
 
The third page is a continuation of hourly shifts that you provided, if you run out of space contact the 
local office and track your shifts on notebook paper or on your time tracking sheet.  
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The fourth page (back page) has a new section for Notes to Case Worker. This is an opportunity to 
provide some care notes to the case worker on a regular basis. It will help both you and the case 
manager track changes to your consumer/employer’s condition over time. 

It is not to be used to report or request extra hours or vacation. 
The lower portion of the voucher has the signature fields for you and your consumer/employer. This 
area must be signed by both you and your employer after all services have provided for the authorized 
period. If your employer is unable or unwilling to sign the completed voucher contact a case worker 
right away. 

 
 
 


