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               Bagley Youth Development, LLC

5101 Buffington Road, Suite 3445

College Park, Georgia 30349

(404) 968-4662 Phone (404) 968-4562 Fax
_________________________________________________________________________________

Georgiana Bagley, M.S., LPC, CEO                  



   S. Bernard Bagley, M.A., COO
TO: 

ALL CONTRACTED STAFF MEMBERS

FROM: 

MRS. GEORGIANA BAGLEY, CEO AND MR. BERNARD BAGLEY, COO

SUBJUECT: 
DOCUMENTATION AND PAYMENT FOR SERVICES RENDERED

All services must be provided according to federal, state and agency guidelines / regulations and must be properly documented. Documentation must be legible, grammatically correct, typed in proper format, submitted on the dates requested, and must verify that services rendered were ethical, clinically appropriate, and assisted consumer (s) with the attainment of identified treatment goals and / or objectives.  Documentation includes, but is not limited to, progress notes, invoices, and consent forms.
Full payment for untimely submitted and / or improperly written documentation cannot be guaranteed by the agency due to our inability to bill for these services within a scheduled timeframe.  A delay in billing for services rendered by staff is problematic for our agency due to the fact that is that it hinders our ability to set organization standards in an effort to properly service both our consumers and staff members.  With this in mind, it is necessary to implement a policy for untimely submitted and / or improperly written documentation.

For all progress notes and invoices that are submitted after the deadline, there will be a reduction in the amount payable to staff by the agency for billable services documented. (5% charge). Notes that are submitted after the deadline will not be paid for until next month. Also, please note that frequent submission of documentation after the due date will result in further actions being taken by management, up to or including termination of staff member’s contract. Please read these pages in their entirety and sign below to show that you have read and fully understand this new policy/ procedure and retain a copy of this memo for your records. This policy/ procedure will become effective immediately.
This memo is written to remind staff of what is expected of them. It is written in an attempt to ensure that documentation is completed and to ensure that we are continuing to provide our consumers with quality, individualized services in a timely manner. We believe that all staff members are capable of meeting all deadlines and pride themselves in providing effective intervention to consumers and their families in an effort to assist them with making lasting behavioral changes. As always your hard work and perseverance is greatly appreciated. If there are any questions about this or related matter, please feel free to contact us. Thank you in advance for your cooperation.
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