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D05-008 – Procedure

July 13, 2005

	TO: 
	DDD Regional Administrators 

HCS Regional Administrators 

Area Agency on Aging Directors

	FROM:
	Linda Rolfe, Director, Division of Developmental Disabilities

Penny Black, Director, Home and Community Services Division

	SUBJECT: 
	· CARE CASE TRANSFER PROCEDURE FOR DDD ELIGIBILITY DETERMINATION and 

· SCREEN CHANGES IN CARE TO SUPPORT DDD INTAKE AND ELIGIBILITY DETERMINATION

	Purpose:
	This bulletin details the procedure for sharing CARE cases when an HCS/AAA client is requesting DDD eligibility determination.  

	Background:
	Currently, CARE is designed so that HCS/AAA staff do not have access to the DDD eligibility determination screens.  Since DDD eligibility determinations cannot be performed in HCS or AAA offices, cases need to be transferred temporarily to DDD.

	What’s new, changed, or

Clarified
	· When an HCS client requests DDD eligibility determination, the client’s record will be transferred to the appropriate DDD office.  A new team will be setup in CARE that includes the DDD Intake staff and the Primary Case Manager from HCS.

· During the eligibility determination process, the case will remain in the DDD reporting unit (RU) and allow the DDD Intake staff to complete the eligibility determination while allowing HCS/AAA to provide ongoing case management.

· If the client is determined to be DDD eligible, the client record will remain in DDD.  If the client is found not eligible, the client record will be transferred back to the appropriate HCS office.

	ACTION:
	Effective immediately, the following steps will be taken when an HCS/AAA client requests DDD eligibility determination:

1. HCS transfers out the client to DDD.  All workers on the case team will be deleted.

2. The HCS Case Manager will call the DDD Intake Supervisor and inform him/her of the case transfer.

3. DDD transfers in the client and assigns a DDD intake/eligibility staff to the case for the eligibility determination.

4. The DDD Intake staff will contact his/her IT staff who will make sure that the HCS Case Manager is properly added to the DDD office reporting unit.

5. The DDD Intake staff will add the HCS Case Manager to the team as the “primary case manager” so CARE tasks can still be performed by the HCS office while the client awaits a DDD eligibility determination decision.

6. If the client is determined ineligible for DDD, the DDD Intake staff will transfer the client back to the original HCS/AAA office and inform the HCS Case Manager of the transfer out of DDD.

7. If the client is found to be eligible for DDD, a DDD Case Resource Manager will be assigned to the client and the client record will remain in DDD.  If the client is receiving COPES services, the HCS Social Worker will remain assigned to the case.

	Related REFERENCES:
	NA

	ATTACHMENT(S):
	Screen modifications and additions to the CARE application for DDD Intake and Eligibility and changes to the Case File Transfer screens are described in the attachment, Changes to Support DDD Intake and Eligibility Determination.

	CONTACT(S):
	Ron Mayo, 360/725-2516 for case file transfer
The Application Help Desk (1/800-818-4024) for changes to CARE screens

	
	


CHANGES TO SUPPORT DDD INTAKE AND ELIGIBILITY DETERMINATION

	Division
	Screen
	Description

	All
	The Tree View
	Some new DDD folders have colors.  Colors will become apparent on DDD Eligibility and DDD Mini-Assessment folders when they are moved to Current Status.

	DDD
	Action Menu – “Create DDD Eligibility”
	A new DDD eligibility determination tool has been added.  This function is available in DDD offices only.  Similar to an assessment, the “DDD Determination” folder contains three (3) new screens and is used to record information about DDD client eligibility.

	DDD
	Action Menu – “Create New MA”
	A new Mini-Assessment module has been added and is available in DDD offices only.  The “MA Main” folder contains eight (8) screens with 25 questions.  Unlike the full CARE assessment, the Mini-Assessment does not determine eligibility for services.  The MA is used to measure level of need, and assigns clients to a “Level of Need” group.

	DDD
	Client Management Screen – “Group Filter” pull-down menu.
	There is a new filter for DDD offices only that is used to manage large caseloads.

	All
	SER Screen – Contact Codes
	Several new Contact Codes have been added to the Contact Code pull-down menu.  These have been added to classify additional DDD client interactions.

	All
	Action Menu – “Copy & Create”
	HCS – the choices for “Copy & Create” have been expanded to allow new variations.  This includes the ability to copy non-core to non-core, copy non-core to a respite, copy a respite to a non-core, and copy a Title XIX to a non-core.

DDD – “Copy & Create” can be used for re-determinations of eligibility.

	DDD
	Reports Screen
	Several new DDD specific reports have been added.  These include:  CCDB Comparison, Pending Determinations, Eligibility Review/Expiration, Full Assessment Queue, and Potential Waiver Eligibility.
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