
How to Track Homecare Worker (HCW) Hours  

and Turn in a Correct Voucher 

 
There are 2 voucher periods (pay periods) each month. The 1st thru the 15th and the 16th thru 

the end of the month.  

 

1. For example, if you are authorized 20 hours per month divide the total hours per month 

by 2 (20 divided by 2 = 10 hours per voucher period). This is the number of hours the 

HCW will work each voucher period. 

2. Your HCW can only make up hours they have missed within the voucher period they are 

working in. This is why it is important to have your HCW stick to a weekly schedule that 

works for you. 

3. The figure out how many hours a HCW will work on their scheduled days: 

a. Take the number of days they will work within the voucher period and divide that 

into the total hours per voucher period. 

b. For example the first voucher period (1st – 15th), if the HCW is authorized 10 hours 

per voucher period and they work every Tuesday and Thursday, you will divide 4 

days the HCW will work into the 10 hours for the first voucher period (10 divided 

by 4 = 2.5 hours per scheduled work day). 

c. For the second voucher period (16th – 31st), the HCW will work 5 scheduled days. 

Divide the number of work days into 10 hours (10 divided by 5 = 2 hours per 

scheduled work day) for the second voucher period. 

4. On the voucher the HCW will sign-in and out each scheduled work day. It is 

recommended that you both initial the voucher at the end of each shift.  

5. NEVER sign a voucher if it does not match your records of each shift worked. The 

voucher is a legal document and you are responsible for monitoring the number of 

hours you are authorizing them to be paid for. When you sign the voucher, you are 

confirming that the hours being claimed on the voucher are correct. If you sign a 

voucher knowing it is incorrect, that is Medicaid fraud so you should not sign it. 

 

 See sample voucher below based upon the examples given:  

  



 
 

 
 

 


