TEMPUS UNLIMITED, INC., 600 Technology Center Drive, Stoughton, MA 02072 Sign up for electronic timesheets - FAST, EASY, ACCURATE!

Toll-free Phone #: 1-877-479-7577 Toll-free Fax #: 1-800-359-2884 https://tempusunlimited.org/etimesheet/
Payroll Period From: / / To: / / PCA Name (Print): o
Consumer #: Telephone #: PCA Telephone #: §
Consumer Name (Print): PCA Last 4 Digits of SSN
WEEK Time In Time Out Tot.Day/Eve Hours | Tot. Night Hrs WEEK Time In Time Out Tot.Day/Eve Hours | Tot. Night Hrs
#1 6AM to Midnight |Midnight-6AM 42 6AM to Midnight |Midnight-6AM
HRS MIN. HRS MIN. HRS MIN. HRS HRS MIN. HRS MIN. HRS MIN. HRS
O AM . O AM . . O AM . O AM
. O PM . O PM . . O PM . O PM .
. 0 AM . O AM . |:| . O AM . O AM . |:|
Sun. . O PM . O PM . Sun. . O PM . O PM .
O AM . O AM . . O AM . O AM .
o PM . O PM . . O PM . O PM :
. O AM . O AM . . O AM . O AM .
. O PM . O PM . . O PM . O PM .
. O AM . O AM . O AM . O AM .
[Mon. . O PM . O PM I:I Mon. . O PM . O PM . I:I
. O AM . O AM . O AM . O AM
. O PM - O PM . O PM . O PM
. O AM . O AM . . O AM . O AM
. O PM . O PM . . O PM . O PM
. O AM . O AM . |:| . O AM . 0 AM |:|
Tue. . o PM . O PM . Tue. . o PM . O PM
O AM . O AM . O AM . O AM
O PM . O PM . O PM - O PM
O AM . O AM . O AM . O AM .
O PM . O PM . O PM . O PM .
. O AM . O AM . O AM . O AM .
Wed. . O PM . O PM |:| Wed. . O PM . O PM . |:|
. O AM . O AM O AM . O AM
. O PM . O PM O PM - O PM
. O AM . O AM O AM . O AM .
. O PM . O PM O PM . O PM .
. 0 AM . O AM I:I . O AM . O AM |:|
Thu. . O PM . O PM Thu. . O PM . O PM
. O AM . O AM . . O AM . O AM
. O PM - O PM . . O PM . O PM
. O AM . O AM . O AM . O AM
. O PM . O PM . O PM . O PM
. O AM . O AM . . O AM . O AM
Fri. . O PM . O PM . |:| Fri. . O PM . O PM |:|
O AM . O AM . . O AM . O AM .
O PM - O PM . . O PM . O PM .
O AM . O AM . . O AM . O AM .
O PM . O PM . - . O PM . O PM . -
. O AM . O AM . . O AM . O AM
Sat. . O PM . O PM . L Sat. . O PM . O PM L |
. O AM . O AM . . O AM . O AM
. O PM . O PM - . O PM . O PM
Please note that Tempus pays the PCA . Please note that Tempus pays the PCA
Total Week 1 based on daily, not weekly, totals. . Total Week 2 based on daily, not weekly, totals.
By signing below, I certify under pain and penalty of perjury that I have received MassHealth PCA services By signing below, I certify under pain and penalty of perjury that I have provided
from the PCA during the times described on this activity form; and I am not enrolled in Adult Foster Care MassHealth PCA services to the consumer during the times described on this
and/or Group Adult Foster Care. ..
activity form. PCA
. Consumer/Surrogate .
. Signature
Signature




Important Information: Please Read _______________nstructions |

It is strongly recommended for Consumers and PCAs to use
Tempus’ electronic timesheet system, which is available at:

https://tempusunlimited.org/etimesheet/

Noncovered Services: MassHealth does not pay for noncovered services
as defined at 130 CMR 422.000, including activity time performed by a
PCA while the Consumer is in an inpatient setting, including, but not
limited to, hospitals, rehabilitation centers, skilled nursing facilities, etc.
Activity time performed by a PCA while the Consumer is in an inpatient
setting may be referred to the Office of the State Auditor Bureau of
Special Investigations.

False or incorrect activity time: MassHealth reserves the right to deny or
recoup payment for false or incorrect activity time, in addition to taking
further action, which may include, but is not limited to, skills training,
imposing a new or different Surrogate, or termination from the PCA
Program.

Consumer’s liability for payment: The Consumer is personally responsible
for paying their PCAs in circumstances where the Consumer/Surrogate has
required a PCA to work and:
a. There are insufficient units left on the PA;
b. The Consumer was not MassHealth eligible on the dates of
service on thetimesheet;
c. ThePCAison the Office of Inspector General’s List of Excluded
Individuals or Entities (LEIE); or
d. The PCA provided noncovered services.

Proper utilization of PA: Consumers/Surrogates are responsible for
scheduling PCA services in accordance with the number of Day/Evening
hoursand Night hours authorized by MassHealth. Consumers/Surrogates
must ensure the accuracy of all PCA activity time listed on time sheets
prior to submission for payment.

Direct deposit requirement: Consumers/Surrogates must inform PCAs of
the requirement to have PCA payments direct-deposited into the PCA’s
bank account.

Complete all information on the time sheet: There are 3 lines of boxes
per day to indicate the hours and minutes that a PCA has worked. There
are also circles that indicate if the PCA worked during A.M. or P.M. hours.
If more than 3 lines of In and Out times are needed for a single day, please
use a second time sheet and fill in all the required information concerning
the Consumer, PCA, Payroll Period, and Signatures. A time sheet without
all this information cannot be processed.

Please fill in all required information. A timesheet without all this information cannot be processed.

General information: Enter the payroll period dates, names, and other required information on the time
sheet. Please note: The payroll period runs for 2 weeks; it always starts on a Sunday at Midnight (12:00
A.M.) and runs through the second Saturday at 11:59 P.M. Please check the payroll schedule for dates.

Day/Evening hours worked: Hours worked from 6:00 A.M. through 11:59 P.M. are considered Day/Evening
hours. Record actual time in and time out for all Day/Evening hours. Consecutive tasks should be reported
as one collective time period (e.g., when multiple tasks are performed with no time between). Then
calculate the daily totals, which must be rounded up to the next 15-minute increment. For example, if a PCA
works for 1 hour & 10 minutes, that day’s total must be rounded up to 1 hour & 15 minutes. Please see the
example below for guidance to complete the form.

Night hours worked, if authorized: Hours worked from Midnight (12:00 A.M.) through 5:59 A.M. are
considered Night Hours. Record actual time in and time out for all Night hours. Consecutive tasks should be
reported as one collective time period (e.g., when multiple tasks are performed with no time between).
Then, calculate the total per night, which must be rounded up to the next hour with a minimum of two
hours per night. Please see the example below for guidance to complete the form. Please note: MassHealth
does not cover more hours than what is authorized pernight.

Time sheet submission: Please fax or deliver this form by 4:00 P.M. on the Monday after the payroll period
ends to ensure timely direct deposits and checks. Please, do not send the time sheet twice. Time sheets
mailed or faxed before the hours are workedwill not be processed.

Marking Instructions: For optimum accuracy, please:

Write in Blue or Black Pen Only.

Write numbers as large and legible as possible without touching sides of boxes.

Mark circles by filling them in like this: I (DO NOT check P or O them.)

When recording hours and minutes in the Tot. Day/Eve Hours column, be sure to use hours plus

minutes. 1:00PM to 2:30PM is 01:30, (not 1 % or1.5.)

e. Ifyouhaveany questions, please call the Fl or your case manager for clarification before submitting
the time sheet.

o0 oo
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p— Time In Time Out Toi.Day/Eve Hours | Toi. Night Hrs | [ooor Time In Time Out Tot.Day/Eve Hours | Tot. Night H
1 6AM to Midnight [Midnight-6AM 2 6AM to Midnight [Midnight-6A
HRS  MIN. HRS  MIN. HRS _ MI) HRS HRS _MIN. HRS  MIN. HRS
112110 LiqLSigen) || 1] | | Ll o: Ll
sun.|1/0/10 1111015 IESRERE] sun.| |[B1:]0[0[R? | Isl]als] []
3|:l0 9l:{ofo 6|00 :
G g - EGIGICE =
o [ B OIO [[1{T5 M| [HEE]| [T | pen T2 O[O (20|
: ] EREIGIEE El
11211 1/2/13/0] I HEREICEE | (1115
ree.| |10 1|3]0 CICE rue. |1]2]: 0] O[H: aals| O
1l:0 7|:2]5 613 E 4




	Text Field0: 
	Text Field1: 
	Text Field2: 
	Text Field3: 
	Text Field4: 
	Text Field5: 
	Text Field6: 
	Text Field7: 
	Text Field8: 
	Text Field9: 
	Text Field10: 
	Text Field11: 
	Text Field12: 
	Text Field13: 
	Text Field14: 
	Text Field15: 
	Text Field16: 
	Text Field17: 
	Text Field18: 
	Text Field19: 
	Text Field20: 
	Text Field21: 
	Text Field22: 
	Text Field23: 
	Text Field24: 
	Text Field25: 
	Text Field26: 
	Text Field27: 
	Text Field28: 
	Text Field29: 
	Radio Button0: Yes
	Text Field30: 
	Text Field31: 
	Text Field32: 
	Text Field33: 
	Radio Button1: Yes
	Text Field34: 
	Text Field35: 
	Text Field36: 
	Text Field37: 
	Text Field38: 
	Text Field39: 
	Text Field40: 
	Text Field41: 
	Text Field42: 
	Text Field43: 
	Text Field44: 
	Text Field45: 
	Text Field46: 
	Text Field47: 
	Text Field48: 
	Text Field49: 
	Radio Button2: Yes
	Radio Button3: Yes
	Text Field50: 
	Text Field51: 
	Text Field52: 
	Text Field53: 
	Text Field54: 
	Text Field55: 
	Text Field56: 
	Text Field57: 
	Text Field58: 
	Text Field59: 
	Text Field60: 
	Text Field61: 
	Text Field62: 
	Radio Button4: Off
	Radio Button5: Yes
	Text Field63: 
	Text Field64: 
	Text Field65: 
	Text Field66: 
	Text Field67: 
	Text Field68: 
	Text Field69: 
	Text Field70: 
	Text Field71: 
	Text Field72: 
	Text Field73: 
	Text Field74: 
	Radio Button6: Off
	Radio Button7: Yes
	Text Field75: 
	Text Field76: 
	Text Field77: 
	Text Field78: 
	Text Field79: 
	Text Field80: 
	Text Field81: 
	Text Field82: 
	Text Field83: 
	Text Field84: 
	Text Field85: 
	Text Field86: 
	Text Field87: 
	Text Field88: 
	Text Field89: 
	Text Field90: 
	Text Field91: 
	Text Field92: 
	Text Field93: 
	Text Field94: 
	Text Field95: 
	Text Field96: 
	Text Field97: 
	Text Field98: 
	Text Field99: 
	Radio Button8: Off
	Radio Button9: Off
	Radio Button10: Off
	Radio Button11: Off
	Text Field100: 
	Text Field101: 
	Text Field102: 
	Text Field103: 
	Text Field104: 
	Text Field105: 
	Text Field106: 
	Text Field107: 
	Text Field108: 
	Text Field109: 
	Text Field110: 
	Text Field111: 
	Radio Button12: Off
	Radio Button13: Off
	Text Field112: 
	Text Field113: 
	Text Field114: 
	Text Field115: 
	Text Field116: 
	Text Field117: 
	Text Field118: 
	Text Field119: 
	Text Field120: 
	Text Field121: 
	Text Field122: 
	Text Field123: 
	Text Field124: 
	Text Field125: 
	Text Field126: 
	Text Field127: 
	Text Field128: 
	Text Field129: 
	Text Field130: 
	Text Field131: 
	Text Field132: 
	Text Field133: 
	Text Field134: 
	Text Field135: 
	Text Field136: 
	Radio Button14: Off
	Radio Button15: Off
	Radio Button16: Off
	Radio Button17: Off
	Text Field137: 
	Text Field138: 
	Text Field139: 
	Text Field140: 
	Text Field141: 
	Text Field142: 
	Text Field143: 
	Text Field144: 
	Text Field145: 
	Text Field146: 
	Text Field147: 
	Text Field148: 
	Text Field149: 
	Text Field150: 
	Text Field151: 
	Text Field152: 
	Text Field153: 
	Text Field154: 
	Text Field155: 
	Text Field156: 
	Text Field157: 
	Text Field158: 
	Text Field159: 
	Text Field160: 
	Radio Button18: Off
	Radio Button19: Off
	Radio Button20: Off
	Radio Button21: Off
	Text Field161: 
	Text Field162: 
	Text Field163: 
	Text Field164: 
	Text Field165: 
	Text Field166: 
	Text Field167: 
	Text Field168: 
	Text Field169: 
	Text Field170: 
	Text Field171: 
	Text Field172: 
	Text Field173: 
	Radio Button22: Off
	Radio Button23: Off
	Text Field174: 
	Text Field175: 
	Text Field176: 
	Text Field177: 
	Text Field178: 
	Text Field179: 
	Text Field180: 
	Text Field181: 
	Text Field182: 
	Text Field183: 
	Text Field184: 
	Text Field185: 
	Radio Button24: Off
	Radio Button25: Off
	Text Field186: 
	Text Field187: 
	Text Field188: 
	Text Field189: 
	Text Field190: 
	Text Field191: 
	Text Field192: 
	Text Field193: 
	Text Field194: 
	Text Field195: 
	Text Field196: 
	Text Field197: 
	Radio Button26: Off
	Radio Button27: Off
	Radio Button28: Off
	Radio Button29: Off
	Text Field198: 
	Text Field199: 
	Text Field200: 
	Text Field201: 
	Text Field202: 
	Text Field203: 
	Text Field204: 
	Text Field205: 
	Text Field206: 
	Radio Button31: Off
	Radio Button30: Off
	Radio Button32: Off
	Radio Button33: Off
	Radio Button34: Off
	Radio Button35: Off
	Radio Button36: Off
	Radio Button37: Off
	Radio Button38: Off
	Radio Button39: Off
	Radio Button40: Off
	Radio Button41: Off
	Text Field207: 
	Text Field208: 
	Text Field209: 
	Text Field210: 
	Text Field211: 
	Text Field212: 
	Text Field213: 
	Text Field214: 
	Text Field215: 
	Text Field216: 
	Text Field217: 
	Text Field218: 
	Text Field219: 
	Text Field220: 
	Text Field221: 
	Text Field222: 
	Text Field223: 
	Text Field224: 
	Text Field225: 
	Text Field226: 
	Text Field227: 
	Text Field228: 
	Text Field229: 
	Text Field230: 
	Text Field231: 
	Text Field232: 
	Text Field233: 
	Text Field234: 
	Text Field235: 
	Text Field236: 
	Text Field237: 
	Text Field238: 
	Text Field239: 
	Text Field240: 
	Text Field241: 
	Text Field242: 
	Text Field243: 
	Text Field244: 
	Text Field245: 
	Text Field246: 
	Text Field247: 
	Text Field248: 
	Text Field249: 
	Text Field250: 
	Text Field251: 
	Text Field252: 
	Text Field253: 
	Text Field254: 
	Text Field255: 
	Text Field256: 
	Text Field257: 
	Text Field258: 
	Text Field259: 
	Text Field260: 
	Text Field261: 
	Text Field262: 
	Text Field263: 
	Text Field264: 
	Text Field265: 
	Text Field266: 
	Text Field267: 
	Text Field268: 
	Text Field269: 
	Text Field270: 
	Text Field271: 
	Text Field272: 
	Text Field273: 
	Text Field274: 
	Text Field275: 
	Text Field276: 
	Text Field277: 
	Text Field278: 
	Text Field279: 
	Text Field280: 
	Text Field281: 
	Text Field282: 
	Text Field283: 
	Text Field284: 
	Text Field285: 
	Text Field286: 
	Text Field287: 
	Text Field288: 
	Text Field289: 
	Text Field290: 
	Text Field291: 
	Text Field292: 
	Text Field293: 
	Text Field294: 
	Text Field295: 
	Text Field296: 
	Text Field297: 
	Text Field298: 
	Text Field299: 
	Radio Button42: Yes
	Radio Button43: Yes
	Text Field300: 
	Text Field301: 
	Text Field302: 
	Text Field303: 
	Text Field304: 
	Text Field305: 
	Text Field306: 
	Text Field307: 
	Text Field308: 
	Text Field309: 
	Text Field310: 
	Text Field311: 
	Text Field312: 
	Text Field313: 
	Text Field314: 
	Text Field315: 
	Radio Button44: Yes
	Radio Button45: Yes
	Text Field316: 
	Text Field317: 
	Text Field318: 
	Text Field319: 
	Text Field320: 
	Radio Button46: Yes
	Text Field321: 
	Text Field322: 
	Text Field323: 
	Text Field324: 
	Text Field325: 
	Text Field326: 
	Text Field327: 
	Text Field328: 
	Radio Button47: Yes
	Text Field329: 
	Text Field330: 
	Text Field331: 
	Text Field332: 
	Text Field333: 
	Text Field334: 
	Text Field335: 
	Text Field336: 
	Text Field337: 
	Text Field338: 
	Text Field339: 
	Text Field340: 
	Radio Button48: Off
	Radio Button49: Yes
	Text Field341: 
	Text Field342: 
	Text Field343: 
	Text Field344: 
	Text Field345: 
	Text Field346: 
	Text Field347: 
	Text Field348: 
	Text Field349: 
	Text Field350: 
	Text Field351: 
	Text Field352: 
	Radio Button50: Off
	Text Field353: 
	Radio Button51: Yes
	Text Field354: 
	Text Field355: 
	Text Field356: 
	Text Field357: 
	Text Field358: 
	Text Field359: 
	Text Field360: 
	Text Field361: 
	Text Field362: 
	Text Field363: 
	Text Field364: 
	Text Field365: 
	Radio Button52: Yes
	Radio Button53: Yes
	Text Field366: 
	Text Field367: 
	Text Field368: 
	Text Field369: 
	Text Field370: 
	Text Field371: 
	Text Field372: 
	Text Field373: 
	Text Field374: 
	Text Field375: 
	Text Field376: 
	Text Field377: 
	Radio Button54: Off
	Radio Button55: Off
	Text Field378: 
	Text Field379: 
	Text Field380: 
	Text Field381: 
	Text Field382: 
	Text Field383: 
	Text Field384: 
	Text Field385: 
	Text Field386: 
	Text Field387: 
	Text Field388: 
	Text Field389: 
	Radio Button56: Off
	Radio Button57: Off
	Text Field390: 
	Text Field391: 
	Text Field392: 
	Text Field393: 
	Text Field394: 
	Text Field395: 
	Text Field396: 
	Text Field397: 
	Text Field398: 
	Text Field399: 
	Text Field400: 
	Text Field401: 
	Text Field402: 
	Radio Button58: Off
	Radio Button59: Off
	Text Field403: 
	Text Field404: 
	Text Field405: 
	Text Field406: 
	Text Field407: 
	Text Field408: 
	Text Field409: 
	Text Field410: 
	Text Field411: 
	Text Field412: 
	Text Field413: 
	Text Field414: 
	Radio Button60: Off
	Text Field415: 
	Text Field416: 
	Text Field417: 
	Text Field418: 
	Text Field419: 
	Text Field420: 
	Text Field421: 
	Text Field422: 
	Text Field423: 
	Text Field424: 
	Text Field425: 
	Text Field426: 
	Radio Button61: Off
	Radio Button62: Off
	Radio Button63: Off
	Text Field427: 
	Text Field428: 
	Text Field429: 
	Text Field430: 
	Text Field431: 
	Text Field432: 
	Text Field433: 
	Text Field434: 
	Text Field435: 
	Text Field436: 
	Text Field437: 
	Text Field438: 
	Text Field439: 
	Radio Button64: Off
	Radio Button65: Off
	Text Field440: 
	Text Field441: 
	Text Field442: 
	Text Field443: 
	Text Field444: 
	Text Field445: 
	Text Field446: 
	Text Field447: 
	Text Field448: 
	Text Field449: 
	Text Field450: 
	Text Field451: 
	Radio Button66: Off
	Radio Button67: Off
	Text Field452: 
	Text Field453: 
	Text Field454: 
	Text Field455: 
	Text Field456: 
	Text Field457: 
	Text Field458: 
	Text Field459: 
	Text Field460: 
	Text Field461: 
	Text Field462: 
	Text Field463: 
	Radio Button68: Off
	Radio Button69: Off
	Text Field464: 
	Text Field465: 
	Text Field466: 
	Text Field467: 
	Text Field468: 
	Text Field469: 
	Text Field470: 
	Text Field471: 
	Text Field472: 
	Text Field473: 
	Text Field474: 
	Text Field475: 
	Text Field476: 
	Radio Button70: Off
	Radio Button71: Off
	Text Field477: 
	Text Field478: 
	Text Field479: 
	Text Field480: 
	Text Field481: 
	Text Field482: 
	Text Field483: 
	Text Field484: 
	Text Field485: 
	Text Field486: 
	Text Field487: 
	Text Field488: 
	Text Field489: 
	Text Field490: 
	Text Field491: 
	Text Field492: 
	Text Field493: 
	Text Field494: 
	Text Field495: 
	Text Field496: 
	Text Field497: 
	Text Field498: 
	Text Field499: 
	Text Field500: 
	Radio Button72: Off
	Radio Button73: Yes
	Radio Button74: Off
	Radio Button75: Off
	Text Field501: 
	Text Field502: 
	Text Field503: 
	Text Field504: 
	Text Field505: 
	Text Field506: 
	Text Field507: 
	Text Field508: 
	Text Field509: 
	Text Field510: 
	Text Field511: 
	Text Field512: 
	Text Field513: 
	Radio Button76: Off
	Radio Button77: Off
	Text Field514: 
	Text Field515: 
	Text Field516: 
	Text Field517: 
	Text Field518: 
	Text Field519: 
	Text Field520: 
	Text Field521: 
	Text Field522: 
	Text Field524: 
	Text Field525: 
	Radio Button78: Off
	Radio Button79: Off
	Text Field523: 
	Text Field526: 
	Text Field527: 
	Text Field528: 
	Text Field529: 
	Text Field530: 
	Text Field531: 
	Text Field532: 
	Text Field533: 
	Text Field534: 
	Text Field535: 
	Text Field536: 
	Text Field537: 
	Radio Button80: Off
	Radio Button81: Off
	Text Field538: 
	Text Field539: 
	Text Field540: 
	Text Field541: 
	Text Field542: 
	Text Field543: 
	Text Field544: 
	Text Field545: 
	Text Field546: 
	Text Field547: 
	Text Field548: 
	Text Field549: 
	Text Field550: 
	Radio Button82: Off
	Radio Button83: Off
	Text Field551: 
	Text Field552: 
	Text Field553: 
	Text Field554: 
	Text Field555: 
	Text Field556: 
	Text Field557: 


