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Policy: It is the policy of The Arc of Monroe that business, administrative and support functions promote 

personal and organizational outcomes and sound fiscal practices. 

Additional Information: What staff writes down has to be complete and accurate. This means there 

can’t be any holes or gaps in the documentation. It also means that staff need to make sure they’re 

writing down exactly what they did or what happened. It’s not OK to stretch the truth or write down 

things that staff didn’t really do. 

When staff write things down that have to do with their job at The Arc, it becomes a legal document. 

This means that it is used as proof that we are following the rules of New York State and the federal 

government. When staff sign their name, they are saying that what they wrote is true. It doesn’t matter 

if they write with a pen, on a computer or on a tablet. Examples: 

 Staff writing goal data 

 Staff writing behavioral data 

 Staff completing overnight check sheets 

 Staff writing up service notes 

 Staff completing monthly summaries 

 Staff filling out their mileage sheets 

The Arc knows that sometimes people make mistakes. We don’t see these as the same as somebody 

doing something on purpose. If someone keeps making the same mistakes, they should expect their 

supervisor to notice. They may need more training or help to do their work correctly all the time.  

Fraud is when staff: 

 Write something down that they know or are pretty sure isn’t true  

 They document it anyway 

 They are pretty confident that The Arc will think it’s real and true 

 They are pretty sure The Arc will go ahead and use it like it’s real and true. This could be for 

things like getting government money 

Fraud is a crime. People can be arrested for fraud. This applies to anything that’s written down that has 

to do with Arc business. It doesn’t matter where or how it’s written down. 
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Examples of Medicaid fraud: 

 Someone writes something down that’s not true and it is used to get Medicaid money. When his 
happens, the agency gets money it doesn’t deserve. 

 Someone writes down that they gave MORE service than they really gave. 

 Someone gave services that the person really doesn’t need.  

 Someone lies about knowing that what was written down isn’t true. Example: a staff person 
knows that something that was written down isn’t true. When the government investigates it, 
they lie to the investigator and say they didn’t know it wasn’t true. 

 Someone works with other people to help The Agency get Medicaid money it doesn’t deserve. 

 Someone knows their program got Medicaid money they didn’t deserve and they don’t pay all 
of it back. Paying some of it back isn’t good enough.  

 Someone writes down more things that aren’t true to try and hide what was originally written 
down. 

 Someone isn’t really sure that what was written down is true, but they use it anyway to get 
Medicaid money 

 

Medicaid can still be misused even when fraud doesn’t happen. Medicaid abuse or misuse happens 

when: 

 Staff are reckless or careless. This means that staff aren’t really paying attention to what they’re 
doing and we get Medicaid money we shouldn’t have.  

 People are doing things that aren’t really right for this field. This would be doing things that 
aren’t ethical. Being ethical means doing the right thing all the time. Staff should always do 
things ethically.  

 Managers don’t take the time to understand the rules they need to follow to get Medicaid 
money. It’s their job to know what these rules are. Their programs need to follow these rules all 
the time.  

 A program keeps getting Medicaid money they don’t deserve and managers don’t try to figure 
out how to keep it from happening.  
 

Examples: 

 When a manager is pretty sure that their process for billing Medicaid isn’t really very good but 
don’t try to fix it. 

 Having people wait to leave a program or get on their ride just so that we can get more 
Medicaid money 

 Keeping people in one program when they are ready to go to a different program. Example, 
someone doesn’t really need the support that one program gives but they don’t let him go 
where he can get the right support. 

 When someone has achieved a goal but the goal doesn’t get changed. The government doesn’t 
want to pay us to help someone learn something they already know. 
 

Even though these may not be fraud, the False Claims Acts might still apply. Please read that policy.  
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Procedure 

Task:  
 
 

Responsible 
party:  

1. Staff will document according to the following rules: 
*Staff should use black or blue ink if they are writing by hand. This is because 
it will copy better if we ever have to make a copy 
*Staff cannot sign anything in pencil. This is because pencil can be erased or 
changed. 
*Staff need to write down goal data and behavioral data right away. It should 
be done before the end of their shift. It must be done within 5 calendar days, 
regardless of weekends or holidays. 
*Staff can sign something written down about work done at The Arc if they 
wrote it or someone else wrote it for them (like dictation). 
*When staff write something by hand, others need to be able to read it easily. 
*Whiteout cannot be used on any official Arc documents. 
*If staff make a mistake on something they wrote by hand, they need to: 
--draw a single line through the mistake 
--write the correction to the side 
--initial the correction 
--date the correction 
--If the reason for the change isn’t obvious, staff should write why it was 
changed 
*A sharpie should never be used to cover up the mistake. The mistake should 
still be visible 
*The only time a sharpie should be used on official Arc documents is when we 
need to redact sensitive information. This means we block it out so others 
can’t read it. Staff should only redact documents if they are instructed to by a 
manager. 
*Staff should ask their manager what to do if they make a mistake 
documenting in PrecisionCare or on the computer. 
*Staff should not write down that they did something until they actually do it. 
Example: if someone plans to help someone shower later in the evening, they 
should not write it down now. They have to wait till they help the person first. 
If they document it now and the shower never happens, it could look like they 
are trying to commit fraud. 

Staff 

2. For any documents that support our billing, it’s prohibited to write down 
things that might be untrue or misleading (meaning it might make someone 
else believe something that isn’t true). This is true whether the person 
decides to do it on their own or they are told to do it by someone else – even 
if that person is a manager.  

Staff, 
volunteers, 
interns, 
students, 
contractors 

3. Report to the VP for Quality and Compliance or make an anonymous report to 
the compliance hotline if a manager has instructed staff to document 
something that is untrue or misleading. 

Staff, 
volunteers, 
interns, 
students, 
contractors 

4. Staff cannot write down something on purpose that is not true. Examples: Staff 
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*Someone writes something down that they know never happened 
*Even though they know it didn’t happen, they still write it down 
*They know or are pretty sure that The Arc will think it’s real and true 

5. Staff will lose their jobs if it’s proven that they wrote something down that 
wasn’t true. Volunteers, students, interns and contractors will be asked to 
leave. We may contact law enforcement and/or the government if we think 
it’s a crime. 

HR, 
Administration, 
VP for Quality 
and 
Compliance 

6. Clinical staff need to follow the professional standards for their discipline and 
NYS Education Dept requirements. 

Clinical staff 
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