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Developmental Disabilities Community Services (DDCS) 
Community Inclusion Billing by Phase Training 
Frequently Asked Questions (FAQs) 

New Billing Requirements:  

Q: Will the Community Inclusion Plan (CI) template document be updated to have drop downs 
for each action step by phase to match the Individual Employment (IE) plans?  

A: Yes.  

 

Q: If a participant is volunteering but staff isn’t attending the event for any amount of time, 
would staff still enter that time and case note for tracking?  

A: If the agency was involved in setting up and/or supporting the person at the activity site, yes, 
providers will enter the time the participant volunteered under the participant activity hours 
Other/Volunteer. The agency should not report hours if they did not set up or support the 
activity.  

 

Q: Do providers record activities hours that the Participant completes totally independently? 

A: Community activities should only be tracked if a provider is supporting the participant during 
the community inclusion activity or if the community inclusion provider helped set up the 
activity and was able to fade supports, but yes providers would record activities hours that the 
participant completes totally independently if the provider initially helped set it up.   

 

Q: Is it expected that the CI provider continue to provide check-ins after fading?   

A: Yes. The CI provider continues to monitor and check-in (similar to employer check-ins) so the 
provider would have at least monthly check-ins with the participant/volunteer or activity site 
after fading. 

 

Q: Under Phase 3 - Coaching, please explain "Train and support community members to 
support the individual in connecting and participating in their community activity." 

A: An example could be developing natural supports at the volunteer site, like what providers 
would do at a job under Individual Employment. Natural supports are support services, such as 
mentoring, socializing, providing feedback on job performance, or learning a new skill. These 
support services are provided at a volunteer or community inclusion activity site by other 
volunteers or community club members instead of CI coaches or other human services 
professionals. Other examples may include providing training/support to the community site 
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supervisor about CI and the role of CI coach or instructor training, helping to prepare the 
instructor of a class to better accommodate supports needed, potential customized needs, etc. 

 

Q: If staff is providing services that could be considered Discovery and Development, can they 
report those activities by one or more phases? 

A: Yes, please use the CI billable activities on the DDCS County Best Practices website as a 
guide. 

 

Q: Is there a new state-level billing form/template? 

A: Yes. DDCS will provide the counties with a new Excel spreadsheet for Community Inclusion 
billing. 

 

Q: Will a "sample" tracking form be provided? 

A: DDCS will provide the counties with a new Excel spreadsheet for Community Inclusion billing. 
DDCS will not be providing a separate sample tracking form. 

 

Q: Changing a data collection system will take time, is that billable? 

A: No. This is built into the provider rate. 

 

Q: It may take providers time and effort to collect information from participant or family about 
the participant's "other" hours that take place without the provider’s support.  Is that data 
collection time billable? 

A: Billing on behalf of the participant should be minimal. The data collection is like collecting 
wages and hours in Individual Employment and should take minimal time. DDCS does not 
outline the evidence expectations, but confirmation the provider connected with the 
client/guardian or the activity site to confirm participation hours is necessary.  

 

Q: How would providers track participant volunteer hours if they’re not supporting them on-site 
for every hour. Typically, volunteer sites have sign-in/sign-out processes for their own tracking 
purposes and the provider could use that information to track hours, but is there another way 
providers are expected to track volunteer hours when they’re not present? 

A: The data collection is like collecting wages and hours in Individual Employment. Billing in 
relation to data collection on behalf of the participant should be minimal. 

 

https://www.dshs.wa.gov/sites/default/files/DDA/dda/documents/training/CI%20Billable%20Activities%20.pdf
https://www.dshs.wa.gov/dda/county-best-practices
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Q: Does this mean that if a participant goes to an outing for 2 hours and a staff provides 
support for those 2 hours, a provider would need to bill 4 hours total for the outing? 2 for 
participant, 2 for staff? 

A: No. A provider would bill participant support for the 2 hours provided and would record the 
participant “volunteer” and/or “other” hours in the appropriate category provided. 

 

Q: Will providers bill for hours when a participant is independent, without support during a 
volunteer/ group activity? 

A: No, providers are only billing for the phase hours that support the participant in their CI 
activity,  but would report the “volunteer” and/or “other” outcome hours in the appropriate 
category provided. 

 

Q:  If a person receives Individual Employment services and Community Inclusion services from 
the same provider, can individual staff bill for their time, such as a meeting between two staff 
(such as the Employment Consultant and the Community Inclusion staff) to discuss the plan and 
coordinate services? Is it the same answer if the staff are from two different agencies or the 
same agency?  

A: Yes. If the participant receives separate IE and CI services from different staff, then they can 
both bill to their respective authorizations. Billing without the participant present should be 
minimal. 

 

Q:  Is a client’s time in the community for CI related activities in the Prep and/or Development 
phases included under “Client Other Community Hours” reporting?  

A: The “Prep”, “Development”, “Coaching” and “Recordkeeping” phases are to report staff time 
spent supporting a client.   The “Volunteer” and “Other” is to report client outcomes. 
Depending on the activity, time could be reported in either the volunteer or other. Please use 
the CI billable activities on the DDCS County Best Practices website as a guide. 

 

Other: 

Q: What is "travel training"?  Does this mean training for the participant to use public 
transportation? 

A: Yes. Travel training is time used to support the individual to learn how to access public 
transportation independently or with natural supports and is billable under the participant’s 
current phase (e.g. development, coaching, etc.).  

 

Q: Is travel time billable? 

https://www.dshs.wa.gov/sites/default/files/DDA/dda/documents/training/CI%20Billable%20Activities%20.pdf
https://www.dshs.wa.gov/dda/county-best-practices
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A: Minimal time would be supported for the Community Inclusion staff to get to the community 
activity. 

 

Q: How do providers accurately record and bill on the time spent to fulfill any incident reporting 
requirements which may include gathering information, contacting the respective agencies and 
circle of support, writing and sending the report, and case noting?  

A: Billing on behalf of the participant should be minimal; however, for exceptional cases 
providers are encouraged to work with their local county to develop a plan around record 
keeping that makes sense for the participant being supported. 

 

Q: Will writing case notes be included under Record Keeping (as it is with IE)?   

A: Case notes written with the participant present should be billed under their current phase 
and should be minimal. Case notes written without the participant present should be billed 
under Record Keeping. 

 

Q: Will writing Individual Work Program goals include staff-only time, or is that still unbillable? 

A: Case notes written with the participant present should be billed under their current phase 
and should be minimal. Case notes written without the participant present should be billed 
under Record Keeping.  

 


