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H12-039 – Policy and Procedure
[bookmark: _GoBack]June 14, 2012

	TO: 
	Home and Community Services (HCS) Regional Administrators
Area Agency on Aging (AAA) Directors

	FROM:
	Bill Moss, Director, Home and Community Services Division

	SUBJECT: 
	LexisNexis/Accurint Property Reports for New Financial Applications and Reviews

	PURPOSE:
	To inform and provide instructions to staff about a new requirement to screen new long-term care applicants and certain recipients in the LexisNexis/Accurint database.

	BACKGROUND:
	The LexisNexis database provides information about current real estate holdings and sales or transfers of property. Use of this database will provide a cost-effective means to ensure that we have accurate information about properties held by applicants and transfers of assets during the five-year look-back period.


	WHAT’S NEW, CHANGED, OR
CLARIFIED
 
	Minimum Requirements
Effective with the publication date of this management bulletin, screening in the LexisNexis/Accurint system is mandatory for all new long-term care applications.  For active cases, a screening is required for the following cases at the time of an eligibility review or change of circumstance:

· For clients currently coded as owning property, check the database to make sure the property hasn’t been sold or transferred unless this information can be obtained from the county assessor. The result of the screening through either method must be documented in ACES;
· Any other case circumstance where there is a need to know if the client owns or has transferred property.  
Each Region has identified users who will be running asset reports in the system. Users are employees in the Financial Services and Customer Services series. These users now have access to the LexisNexis/Accurint system. Each region has also identified one user who will be a LexisNexis expert. This person will provide mentoring to other users and coordinate problems and training needs within the region.
 
The contract we have with LexisNexis specifically states that the Department may not use database information as the sole verification used to deny an application or terminate an active case. Financial staff must go over this information during the face-to-face or telephone interview and request additional verification if the applicant disputes the information. Financial staff will use the ten-day letter when requesting additional information.

Other Uses 
The database has many other search types that are included with our licenses. We have disabled some of them solely to reduce the amount of unnecessary information that is presented to staff who determine eligibility. Other search types that are enabled include deaths, marriages, divorces, foreclosures, and comprehensive reports. These may be used at any time when needed to determine eligibility. The LexisNexis expert, Financial Program Manager, or Subject Matter Expert may also ask us to temporarily enable other search types when needed to determine eligibility for specific cases.  

	
ACTION:
	
Staff must follow specific instructions for using the LexisNexis system. Some instructions are subject to change as we receive more training from the company and develop best practices:

Security
Users may not share their LexisNexis password with other employees because the licenses are user and machine specific. 

An HCS client ID in the Reference Code field will be used to monitor security for this system. Use the following format: HCS[client ID] using the actual client ID without the leading zeroes.  For example:  HCS1234567

Users may only run reports for applicants and recipients of our programs, even when learning to use the system. Searches done for persons who are not clients will lead to disciplinary action.

Use Steps for Property Information
1. After logging in and entering the reference code, do an advanced person search using the Social Security Number of the client and spouse;
2. Click the icon for “Other Reports” and request an Asset Report on the next screen. A report that includes information about addresses, property ownership, transfers and sales of property, and vehicles will display;
3. Note in the narrative: “LexisNexis asset search done, report sent to application worker”;
4. Ensure that the asset report is sent to DMS and made available to the financial worker doing the application interview or review.

	RELATED 
REFERENCES:

ATTACHMENTS:
	



	 
	

	CONTACT(S):
	David Armes, Financial Unit Manager
(360) 725-2318
armesjd@dshs.wa.gov




3

image1.png
STATE OF WASHINGTON
DEPARTMENT OF SOCIAL AND HEALTH SERVICES
AGING AND DISABILITY SERVICES ADMINISTRATION
PO Box 45600 - Olympia, WA 98504-5600

HCS MANAGEMENT BULLETIN





