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H15-026 - Procedure
April 1, 2015
	TO: 
	Home and Community Services (HCS) Division Regional Administrators
Area Agency on Aging (AAA) Directors


	FROM:
	Bea Rector, Director, Home and Community Services Division


	SUBJECT: 
	Archiving versus Imaging of Long-Term Care (LTC) Aging File Documents Received Prior to January 21, 2013

	Purpose:
	To inform staff of the process for handling LTC client documents received prior to all HCS and AAA offices converting to electronic aging files on January 21, 2013.

	Background:
	Statewide HCS/AAA electronic file creation through Document Management Services (DMS) implementation was fully implemented on January 21, 2013.  Effective this day HCS and AAA statewide were fully converted to electronic files and were no longer creating paper LTC Aging files for new applicants.  At the time of each local implementation, on a roll-out schedule, field staff were instructed to place all newly received documents into DMS (hot mail or file only) for electronic imaging and to retain already existing hard paper files and the paper documents held within them for current clients.  This resulted in a dual system, with all new applicants requesting services on or after January 21, 2013 assigned a 100% electronic file and current clients assigned both a paper file with documents received prior to January 21, 2013 and an electronic file with documents received on and after January 21, 2013.  

	What’s new, changed, or

Clarified
	All documents still being held in paper Aging files can now either be sent to archives with State Records Center (SRC) in their paper form for storage retention or submitted to DMS for electronic scanning based on the following guidelines at the time of annual reassessment:

To SRC –

· All documents that have been replaced/superseded by a more current version, such as The Consent Form (DSHS 14-012) and POA.

· Supporting documents, such as correspondence regarding the client that have been captured in CARE (SERs, assessment and care plan) and no longer need to be referred to. 

To DMS for Imaging –

All of the following documents that have not been superseded by a more recent version:

· 14-225’s

· (D)POA/Guardianship paperwork and documents, if not submitted previously

· 10-234 Individual with Challenging Support Issues 

· 14-534 Specialized Dementia Care Program Eligibility Checklist.

· 11-055 Acknowledgement of My Responsibilities as the Employer of my Individual Providers.

· 05-246 Notice of Action Exception to Rule. 

· DPOA/Guardianship documents.

· Any other critical client information that is needed for service continuity as determined by SW/CM and supervisors.

Determining to send a client’s existing paper documents to SRC or to DMS for imaging should occur at the time of the client’s annual reassessment.  This is necessary in order to control the number of documents being received by the DMS unit each month. 



	ACTION:
	Review all remaining paper copy LTC Aging client files at time of client’s annual assessment to determine whether to send to SRC for storage or DMS for scanning. 

· For DMS Imaging - Submit items to DMS via “file only”

· For archiving – Follow local office protocol for preparing, boxing and sending to State Records Center (SRC). 




	ATTACHMENT(S):  

 
	Submitting Documents to DMS
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	CONTACT(S): 
	Kristin Byrne

Office Chief – Community Living and System Support

(360) 725-3250

Kristin.byrne@dshs.wa.gov

Joyce Schmidt

HCS IT Liaison

(360)725-2431

Joyce.schmidt@dshs.wa.gov

Laura Holloway

Quality Assurance Unit Manager

(360)725-2604

Laura.holloway@dshs.wa.gov
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Document Management System (DMS) and Social Services


Questions and Answers
May 2015



Question:  Do we have to use the Social Services Vendor/Client Receipts - Bids Coversheets for all vendor items, such as compression stockings or ramp installments? 

· Yes.  

When a bid or receipt for an item or service is received, like a ramp installment, a coversheet needs to be attached to the receipt for each client.  This will ensure that the receipt is correctly assigned and easy for auditors to locate. The coversheet will also keep the items together if there is more than one receipt/bid.  If you don’t want items scanned  together, you must attach separately.  These items will appear in the client’s Electronic Case Record (ECR) as a SSR type document.

Question:  How is the Case Transfer Form used to transfer electronic cases/files to other offices, units, or AAA’s? (Social Services Only)

· Social service staff and case managers can access the Electronic File Transfer Form (10-284) in the in the forms pull down menu of the client’s ECR.  The supervisor will receive this form in their “To-Do” List, indicating everything is complete for transfer.  When social service supervisors have completed the review of the client in CARE and Barcode for all the necessary documents, the form is submitted within the Barcode system.

Question:  Should every Client Service Summary be placed in DMS? (Social Services only)

· Yes.  

Client Service Summaries are not saved once a new Service Summary is created in CARE.  A copy of each Service Summary needs to be sent to DMS for imaging.

Process:


1) Stamp the Service Summary “Completed” and the date of completion


2) Place in DMS “File Only” batch; which will be imaged directly into the client’s Electronic Case Record (ECR) and will not be a pending assignment. Before cases transfer, this (and all other required documents such as Consent, 14-225, 11-055, etc.) has to be Hot Mail.

3) Send a copy to client and be sure to include a pre-addressed HIU envelope for the client to easily return their signed signature page directly to the HIU for imaging.

4) As soon has HIU receives the signed document, it will appear in the worker’s To-Do list.

Question:  If I’m assigned as a default worker to receive “Mystery Mail” how do I handle these assignments/documents in DMS?  What is Mystery Mail?

· Review each of the documents for any client information and research in CARE and/or ACES.

“Mystery Mail” are documents that have been received by the department and imaged, but  cannot be attached to an ECR because there is no client identifying information on the documents such as a client identification number (ID), names, address, etc.

If no information is found on the documents to locate a client in CARE or ACES, you must “No Action” the item(s) for the assignment to clear from the queue.  Keep in mind that “Mystery Mail” documents do not disappear from DMS.  They remain in the system even when it has been completed as “No Action”.  All staff with access to Barcode are able to view “Mystery Mail” items regardless of pending or completed actions.

Question:  As a supervisor, I occasionally receive assignments in DMS for staff from different units or other offices that I do not supervise.  What do I do with the documents/assignments?  

· Utilize CARE and/or ACES to identify the assigned worker and/or office who is handling the client case or to find out if client has an active case.

For social service documents, refer to the CARE application to identify the assigned social worker.  Once identified, forward the DMS assignment(s) to the social worker in DMS.


For financial services documents, refer to ACES to identify the assigned worker or office.  Once identified, forward the DMS assignment(s) to the financial worker or office in DMS handling the client case.  (Some offices such as the Community Services Office (CSO) have multiple units handling different parts or stages of a client’s case.  CSO’s may have locations that handles general incoming DMS assignments, then filter out to the appropriate units.)  If there are any questions or concerns, it’s best to speak to a financial supervisor or lead worker for more guidance on where to route DMS assignments.

Question:  I’m a SS supervisor and have a staff person leaving our agency.  What should I do with the worker’s uncompleted DMS assignments?

· Transfer uncompleted assignments to yourself and/or covering staff.

Be sure to notify local IT about the upcoming change.  When it gets near to the staff person’s last day, you must transfer all uncompleted assignments to yourself and/or covering staff.  If you get a new staff person that is setup in Barcode and/or ACES, the assignments can be transferred to the new worker.  In Barcode, transfer assignments using the “Manage Assignments” screen.

Question:  If there are multiple page documents for one client, should they be stapled or paper clipped before sending to DMS?

· Only paper clip documents.

Documents should not be stapled.  Use paperclips to keep items together for one client.  Each client should be separate.  You can paper clip unrelated documents, like consent forms and 14-225 together as long as all the documents are for the same client.

Most importantly, be sure the client’s name and ACES (client ID #) number is on the first page of a multiple page document set for each client.

Question:  One of my documents in DMS is not very clear as if half of the page is missing or partially scanned.  What do I do?

· Request a document fix ASAP.

HIU holds the original documents for only 45 days.  After 45 days, the original documents are destroyed. 


Question:  What happens if a 2-sided document is submitted to the HIU?  Will both sides of the document be seen in DMS?

· Yes, both sides of a document will be seen in DMS.  

2-sided documents are never a problem.  The HIU scanners read both sides of a document.  To properly view all pages of a document in DMS, you must scroll down to the end of an imaged document.  Staff have reported missing pages because they did not scroll far enough down.

Question:  Do voter registration forms go into DMS?

· No.


Voter registration information is documented in CARE.  Voter registration forms are not imaged into client’s electronic file.  

Question:  Should Individual Provider (IP) background checks or Adult Protective Services (APS) documents appear in my DMS To-Do list?

· No.


IP and APS documents should not be sent to HIU for imaging.

To remove IP and APS documents from your DMS To-Do List:


1) Go to the client’s Electronic Case Record (ECR)


2) click Document Tool

3) click Request HIU Document Fix

4) click Other

5) Type in the “Issue” – in this case mention that the documents are IP or APS.

6) click Submit

HIU staff will then remove from DMS. 

Question:  Should client documents be held at my desk until all documentation has been received?

· No.

All documents should be batched the date received.  Within each batch, the received date should be the same.  Mixing documents within a batch that contain several different received dates will slow down processes at the HIU.
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