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MEMORANDUM


	To:


	[image: image1.png]Admission Directors/Managers

	From:


	David R. Hadley
Senior Vice President - Finance



	Date:


	January 16, 2006

	Subject:
	Incentive Compensation for Patient Access Services/Admissions


Purpose:

To establish a uniform policy and methodology to calculate incentive payments to Patient Access Services personnel for the collection of cash or cash equivalents for services provided to patients.  Changes reflected in this update will be effective April 1, 2006.
Policy:

It is the policy of Texas Health System that Patient Access Services personnel establish a uniform methodology to determine incentive payments for cash collections.

It is the policy that three (3) separate incentive pools shall be established for all inpatient/outpatient collections.

This policy shall apply only to cash or cash equivalents collected by Texas Health System Patient Access Services personnel. Charity applications will not be considered a cash equivalent.

This bonus program does not and should not be construed as conferring any rights to any person for payment or continuation of employment. The program is intended to cover April 1, 2006 > March 31, 2007 and any extension must be subject to appropriate approvals.  In any event, THR reserves the right at any time to amend or terminate the program in whole or in part.
Eligibility:

Only the following titles and job codes assigned to PAS departments will be eligible to participate in this incentive plan:
· Cnslr Financial – 100159,100160

· Spl Admissions – 100759,100760,100761

· Spl Scheduling - 100819

· Spl Verification – 100821, 101614

· TL Admissions – 100941, 101744

· Supv Patient Access Svc - 100827

· Mgr Enterprise Schding/BV - 100525

· Mgr Patient Access Svc – 101230, 101920, 102093, 102322

· Dir Patient Access Svc – 100303, 100368, 101045, 101138, 101139

· PRN derivatives of the above job titles are eligible as well

· Any other job titles are ineligible
Patient Access Services Directors are not eligible to participate in any other incentive plans, including THR Success Sharing.
Patient Access Services personnel who have not completed all modules of the online training by the last day of the quarter will not be eligible to participate.

Patient Access Services personnel on leave of absence that achieve 312 worked hours (excluding PTO) a quarter will be eligible for pool #2 and pool #3.  PRN’s may participate in pool # 3 with a minimum of 48 hrs worked per quarter. PRN’s may partipate in pool #2 and pool #3 with a minimum of 312 hrs worked per quarter.  

Patient Access Services personnel will NOT be eligible to receive payment for all or part of the quarterly award if their employment with the hospital Patient Access Services department starts after the first day of the quarter.  The same is true if their employment terminates for any reason before the last day of the quarter in which they are working.  
Patient Access Services personnel who receive a formal disciplinary action during the quarter will be disqualified and not be eligible to participate in Pool #2. An employee who receives more than 1 (one) formal disciplinary action during the quarter will be disqualified and not be eligible to participate in both Pool #2 and Pool 3# for the quarter.

General:

The entity Patient Access Services Director/Manager (or designee) shall present for approval the quarterly performance results and recommend incentive payments to the entity Chief Financial Officer.  Payment of award shall be as soon as practical after completion of the performance period, no earlier than the 15th day after the close of the quarter but no later than 30 days from the day it is submitted for approval to the CFO.

Tax Consequences of Cash Payments.  When cash is distributed it will be recognized as normal income for Federal Income Tax & FICA purposes.

The Senior Vice President of Finance reserves the right at any time to amend, suspend, or terminate the plan in whole or in part for any reason and without the consent of any participants.

In order to assure the continued realization of the purposes of the plan, the entity Chief Financial Officers and Patient Access Services Directors/Managers shall review the plan no less than annually and recommend changes, as necessary, to the Finance Council.

The adoption of this plan shall not constitute a contract between the entity and the employee.  Nothing contained in the plan shall give any employee the right to be retained in the employment of the hospital or affect the right of the hospital to dismiss any employees.

Cash equivalents are defined as checks, cashier checks, money orders, cash, credit cards, and payroll deductions that are received in the admissions office.  Insurance checks received at the entity are not to be included and should be forwarded directly to the lock box for deposit.

Calculation:

Incentives will be calculated on a quarterly basis beginning with the first month of the hospital fiscal year.

The collection threshold will be calculated by comparing the total actual dollars collected by Patient Access Services personnel for inpatient, outpatient, and emergency room services to a percentage of total gross patient service revenue creating a minimum collection threshold.  The actual threshold percentage will be determined by the entity CFO.  Thirty percent (30%) of all dollars collected (except where noted in the specific pool calculation methodologies) collected over the established threshold target will be used to establish the incentive pool.  

There will be three incentive pools to be distributed.

· Pool #1 – ten percent (10%) of the total goes to Director/Manager/Supervisor equally.  Incentive allocation for Pool # 1 shall not exceed $1,000.00 for any one individual. 
· Pool #2 - the total pool times 40% is distributed to all eligible employees of the department based on achieving System targeted goals.  System targets and percentage allocations will be reviewed and established annually by the Sr. VP Finance Operations.  Up to five sub pools may be created.  Total incentive allocation for each sub pool may not exceed $100.00 and $500.00 in total.
· Sub Pools for the period April 1, 2006 > March 31, 2007 will be:

· Cash Target achieved

· Employer Table Error % < 3.0%

· Duplicate Medical Record Numbers < 0.75%

· Scheduled Outpatients Pre-Registered > 90%

· Completed Financial Screen as a % of uninsured > 75% 

· Pool #3 - the total pool times 50% of the incentive pool is distributed to those employees who have collected based on a ratio of their actual collections.  Director/Manager/Supervisor will not be eligible for this distribution.  Incentive allocation  for Pool # 3 will not exceed $750.00
Distribution:

All Patient Access Services/Admissions personnel, all entity CFO’s, all entity Finance Departments.
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