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Assessments

The purpose of ISP assessments is to obtain specific information that will assist the ISP Team in
identifying the individual's capabilities, support needs, and opportunities for skill development. The
content of the assessments will support the ISP Team in establishing Goals, Objectives and Support
Strategies that are the least restrictive and most likely to be effective in assisting the individual to attain
his or her Goals. Below is an example that depicts the standardized assessments required by regulation
for Group or Center-based Day (CBDS) service. For a full list of services and regulations on required
assessments, please see the document named “Services and Assessments Matrix” posted on the ISP
References page.

Activity Service Name Safety Financial Health and

Code Assessment Assessment Dental
Assessment
3163 Group or Center-based Day (CBDS) Always Sometimes Never

Additional Assessments

Additional non-standardized assessments can no longer be requested from HCSIS since June 27", 2014.
These assessments should be requested and completed outside of the system. Additional non-
standardized assessments that have been requested prior to June 27" 2014, will continue to be available
on the Review Assessments screen for completion and submission.

If no additional assessments have been previously requested from the system, the Review Assessments
screen will display a message that reads “No assessments have been requested” for the Additional
Assessments table. Service Coordinators may use the comment box on the Request Assessments
screen to request additional assessments and other relevant ISP documents that need to be submitted
outside of HCSIS.

The table below includes all of the current assessments available in the ISP module.

Assessment Name Category

Safety
Financial Standardized
Health and Dental

#
1
2
3
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Assessments and the ISP timeline

a0 days 45 days 30 days 15 days 7days Approval of
before ISP before ISP before ISP before ISP before ISP Planin
meeting mieting meeting mieeting I5P ISP Meeting MEDITECH
" 1 meeting I
Ty (T |
7 7 |
Service Service Assassments ':":’s%s sments Service Service
Coordinators Coordinatars due to due to Coordinators Coardinators
and Provider Provider Data Provider Data and Service
Data Entry Entry Users Entry Users Coordinator
Uszers and Provider and Provider Supervisors
5 I Supervisors

Assessments must be requested no later than 30 days prior to the ISP meeting. The process for
requesting Assessments is identical for both a Full and an Update Year ISP. If the Service Coordinator
has not requested assessments by the 30-day mark, the ISP Assessments module will send the Service
Coordinator an alert informing him or her that this deadline has passed. Note that assessments should be

available to the individual and guardian upon request seven days prior to the ISP meeting.

Providers who are part of the ISP Meeting, but are not required to submit any assessments (Providers
providing only activity code 3164, 3700 or 6700) or Providers from whom the SC may sometimes request
assessments, but none have been requested by the 30-day mark, will receive an ISP Meeting Notification
Alert generated by the system. Providers providing only services with activity code 3164, 3700 or 6700
will have read only access to the ISP of the individual.
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Requesting Assessments by DDS Staff

These steps must be completed by DDS staff — a Service Coordinator or a Service Coordinator
Supervisor. Service Coordinators and Service Coordinator Supervisors can request an assessment in the
module once the following conditions have been met:

e The individual is receiving one or more services that require an assessment to be completed
e A Vision Statement has been created for the individual and shared with Providers

Scenario Description:
This scenario describes the steps required to request an Assessment by DDS Staff.

Note: For demonstration purposes, the scenario will show screenshots from a Full Year ISP, but the
steps are identical between Full and Update Year ISP.

First Steps:
e Search for an individual
e View the Individual Dashboard

Roles and Responsibilities

e Service Coordinator: Requests the assessment(s) from the Service Providers.

Service Coordinator Supervisor: Requests the assessment(s) from the Service Providers
Provider: No action is required to complete this scenario. Once the assessment is requested,
provider completes the assessment and submits to the Provider Supervisor for Internal Review.
e Provider Supervisor: No action is required to complete this scenario. Once the assessment is
requested, reviews, completes and submits the assessment.

{,_!,] - Due Date

90 days 45 days 30 days 15 days 7 days Approval of
before 15P before ISP before ISP before ISP before ISP Plan in
mieeting meeting meeting meeting I5P MEDITECH
L e mseting
' {1
\"T"j 1"‘1‘-""} |
Service Service Assessments AsthEzmAants Service Service
Coordinators Coordinators due to due to Coordinators Coardinators
and Provider Provider Data Pravider Data and Service
Data Entry Entry Users Entry Users Coordinator
Users and Provider and Provider Supervisors
Supervisors Supervisors
K - Alert

1) Select “Request Assessments” from the individual’s Dashboard or select the “Request Assessments”

tab.
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Health and Human Services Mass, /o=
Zan
mmmmnmm—

Individual Search | Review Process | Reports |
Search Results | ISP Dashboard | Progress Summary
Sp - Ineividual Search > ISP Dashbeard
ISP Dashboard | ISP Mecting Details \'IWI\ Review ASsessments  Cumment Supports L 5/ Cnalent Goals  Obpectives | Modifications  View/Prink ISP
¥ Expand this section to see ISP timeline
e
Region/Area Office: Melro/Greater Boston T_BStr _Bru::e == Service Coordinator: Coordinator, Service
View,/ Print 159 Document | W
Demegraphic Information ISP Meeting Details ISP Deadlines
SSN: Planned Meeting Date: 12/07/2015 Meeting Deadline: 12/07/2015
Eligibibity: Meeting Time: 10:00 AM Semi Annual Review Date: 06/0M/2016
Mesting Location: &0 Next ISP Mocting Deadline: 1.2/06/2016
Update Year ISP
- Viston -] (® Goals B Reguest Assessments
Status: Created
Due Date: NfA
Last Updated On: 09/23/2015
N S
® Review Assessments
Suc
@ No action needed  Action needed @ Section complete @ Section overdue

2) View the Request Assessments page and click the boxes to select assessments to be requested for
each service enrollment.

ISP Dashbosrd ISP Meeting Detalls  Vision | Request Assessments | Review Assessments  Curfent Supports  Safety/Risk  Legal/Financial | Successes/Challenges  Gonls  Objectives  Modifications  View/Print 15P
Request Assessments Update Year ISP
Expand all | Collapie Al
= Standardized Assessments
Provider Service Category Financial Health & Dental Safety Update HCR
3153 - Residential Habilitation N/A b o o o
3169 - Center-Based Work Day/Employment -J
Provider One
3164 - Day Habilitation - Mass Health NfA
Comments
| Spell Check || Reset || Save Send Electronic Notification

Some boxes will be greyed out as those assessments cannot be requested for that particular service
enrollment. Other boxes will be greyed out with a check in them: these assessments are required and
must be requested for that particular service enroliment.

Certain service codes fall within one of two categories: Day/Employment or Supports. For all services that
do fall in one of those two categories, the request for assessment would be specific to the service code
category. Providers will complete one assessment for any services within these categories as opposed to
completing an assessment for each service within a category. For example, if the same Provider Agency
is providing service code 3168 (Supported Employment) and service code 3181 (Group Supported
Employment), the agency will be required to fill out only one Safety assessment for both service and there
will be only one checkbox for Safety assessments on the Request Assessments screen. Please see the
tables below for more information on the two categories:
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Day/Employment Category

Activity Code Waiver Service Title
3168 Supported Employment
3169 Center-based work
3180 CIES - Competitive Employment
3181 Group Supported Employment
3681 Group Supported Employment Partnership
Supports Category
Activity Code Waiver Service Title
3701 Respite - Adult - In recipient's home-Daily
3702 Respite - Adult - in caregiver's home
3703 Individual Home Supports
3707 Adult Companion
3731 Respite - Adult - in recipient's home-hourly

Note: For all services that are not listed in one of the categories above, assessments will be service-
specific, not category-specific and one assessment will be requested/ completed for each service that
requires that assessment.

Note: As of June 27", 2014 additional non-standardized assessments can no longer be requested from
HCSIS. Additional assessments that have previously been requested will continue to be available on the
Review Assessments screen

3) Enter comments in the Comments box to note any documents or additional assessments that need to
be submitted by the Providers outside of HCSIS and click on “Save”.

ISP Dashboard ISP Meeting Detaits | Vision Request Assessments | Review Assessments | Curent Supports | Safety/ Leg 5 Challenges  Goals  Objectives | Modifications  View/Print 159
Request Assessments Update Year ISP
Expand 43 | Collapss &%
| = Standardized Assessments
Provider Service Category Financial Health & Dental Safety Update HCR
3153 - Residential Habilitation NfA o ~ o ~
3169 - Center-Based Work Day/Employment o
Provider One
3164 - Day Habilitation - Mass Health N
Comments
Pense complete the sssessments
Spell Check || Reset m [ Send Clectronic Notfication

The system will display a message reading “Operation Successful” once comments have been saved.
The Providers will then be able to view the comments on the Assessments page.

4) Click “Send Electronic Notification” to request the Assessments.
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ISP Dashboard | ISP Meeting Details | Vison | Request Assessments | Roview Assessments | Curment Supports Leg 5 Challenges  Goals  Objectives | Modifications  View/Print 159
Request Assessments Update Year ISP
Expand 43 | Collapss &%
= Standardized Assessments
Financial Health & Dental Update HCR
3153 - Resldential Habilitation NfA e ~ o ~
3169 - Center-Based Work Day/Employment o
Provider One
3164 - Day Habilitation - Mass Health NfA
Comments
Pense complete the sssessments
[ speit check || Reset | [ save I [ Send Clectronic Notification I I

Note: The system will not automatically request these pre-selected assessments to Providers. The
Service Coordinator is still required to click “Send Electronic Notification.”

5) The system will update the Assessments Review Switchboard with the information saved by the user.
The system will also display a message reading “Operation Successful.”

) 1
L i sl | |
ISP Dashboard | ISP Meefing Details | Visn | Hequest Assessments | Review Assessmonts | Curront Supports | Safatys Leg 5 JChallenges | Goals  Objectives | Modfications | View/Prnt 157
Request Assessments Update Year ISP
Lxpand A8 | Collapss A8
(= standardized Assessments
Provider Service Category Financial Health & Dental Safety Update HCR
3153 - Residential Habilitation N/A < + o <
3169 - Center-Based Wark Day/Employment “
Provider One
3164 - Day Habilitation - Mass Health NfA
Comments
|Prease complete the assessments.
| Spell Check | [ Reset || save | [ Send Electronic Notfication

Providers and Provider Supervisors cannot begin to work on the assessments until Service Coordinators
request them via this process.

Next Steps

The system will update the Assessments Review Switchboard to reflect the request and any comments
that have been saved by the Service Coordinator.

Providers will receive an alert that the assessments have been requested.
Providers and Provider Supervisors can begin working on assessments.
Service Coordinators can request more assessments at a later date.

Service Coordinators will need to review the assessments as they are submitted.
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Completing an Assessment by Provider Staff

These steps must be completed by Provider Agency area office staff — a Provider or a Provider
Supervisor. Providers and Provider Supervisors can complete an assessment in the module once the
following conditions have been met:

e The individual is receiving one or more services that require an assessment to be completed
e AVision Statement has been created for the individual and shared with Providers
e The Service Coordinator or Service Coordinator Supervisor has requested the assessment

The process for completing Assessments is identical for Full Year ISPs and Update Year ISPs.
Information from past assessments can be pulled forward or recalled for any of the requested
assessments, provided the following conditions are met:

e The Assessment was previously created by the same Provider Agency

e The Assessment is of the same type (Safety, Financial, Health & Dental)

e The Assessment is for the same service/bundle, if applicable

e The Assessment was previously approved

Scenario Description:

This scenario describes the steps required to complete an Assessment by Provider Staff.

First Steps:
e Search for an individual
e View the Individual Dashboard

Roles and Responsibilities

e Provider: Completes the assessment and submits it for internal review.

e Provider Supervisor: Completes reviews and submits the assessment for DDS review.

90 days A% days 30 days 15 days 7 days Approval of
before ISP before 15P before ISP before ISP before ISP Plan in
meeting meeting meeting meeting IsP MEDITECH
L e meeting
{1 {1
“"T"‘I N o= S |
Service Service Assessments AREBEEMENtS Service Service
Coordinators Coordinators due to due to Coordinators Coordinators
and Provider Provider Data Provider Data and Service
Data Entry Entry Users Entry Users Coordinator
Users and Provider and Provider Supervisors
Cuparvisors Supervisors
* - Alert
—_—

(,_!,} - Due Date

Document Statuses
Below are all the statuses an Assessment goes through along with which user group has access to
viewing and/or editing the document:

HCSIS ISP Module
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Not Started

Submitted for Internal

Revision Started .
Review

Internal Review Started

DDS Review Started

1 |

I 1

. = Provider Access =DDS Access

Below are the Assessments Document statuses for DDS and Providers

Not Started An assessment has not begun to be completed, after being
requested by the Service Coordinator

Started An assessment has begun to be completed/ information from a
past assessment has been pulled forward

Submitted for Internal An assessment has been submitted by a Provider to a Provider

Review Supervisor for review and approval prior to being submitted to the

Service Coordinator

Internal Review Started The Provider Supervisor has started his/her review of an
assessment

Submitted for DDS The Provider Supervisor has approved the assessment, and has

Review submitted the document to the Service Coordinator for review

DDS Review Started The Service Coordinator has started their review of the
assessment
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Revision Requested The Service Coordinator has requested revision to one or more
assessments. The Service Coordinator will provide the reason for
the request for revision

Revision Started The Provider has started to revise the assessment based on the
Service Coordinator’s feedback

Approved The Service Coordinator has approved the submitted
assessments and Objectives and Support Strategies

Note:

e When a document is submitted for Internal Review to the Provider Supervisor, the Provider has
read only access to it.

e When the document is submitted for DDS review, both the Provider and Provider Supervisor have
read only access to it.

e When the document is approved, all users have read only access to it.
Part | - Submitting an Assessment for Internal Review
The following steps are completed by a Data Entry User.

After the Service Coordinator requests an assessment, the system will send an alert to the Provider Data
Entry User, prompting them to complete the assessment.

1) Click on the link within the alert in order to access the individual's Assessments Review Switchboard
and address the alert.

Health and Human Services Mass. 1o =
mmmmm—nJ

Reports | Alerts | Misc | IM Utilities | DPPC | Data Extracts | DR Utilities | IN Utllities | MT Utilities | SC Supervisor Tool
Pending Alerts

@ Please be aware alerts will be ically deleted d ing on the alert {

7 1o 60 days). Consult the Process Management screens and Reports to manage all outstanding tasks.

ALERT SEARCH CRITERIA

Module: b Reciplent User: | v
Subject:
=
Your search found multiple matches, Please select the desired Alert.
Search: Show | 10 v| entries
Select Date of Alert Alert Subject Alert Message
09/23/2015 Request to complete individual's assessments mi: Test Br
arvice b >

06/23/2015 Service Coordinator has requested revision of proposed Objectives

Ray o f E tives and 5 -1 ies: T 5P Meeti ate:
and Support Strategies Reyisions requested for proposed Oblectives and Support Strategies: Name ISP Meeting Date

e T Service Coordinator has requested revision of proposed Objectives

and Support Strategles Reyisions e for 3 O and Supgort Name: ISP Meeting Date:

This will bring the Provider to the Assessments Review Switchboard.

2) Click on the status “Not Started” to begin completing an assessment.
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15 Dashboard ISP Meeting Detalls  Vision Assessments. Goals Oujectives  Modifications Virw/Print 15P

Assessments Review Switchboard Update Year ISP
Expand All | Collapse Al
(= standardized Assessments

Assessment Sarvice Category Provider Status

Safety 3169 - Center-Based Work Dayy Employmwent Mot Started View Docurment
History
= Additional Assessments
E3 e Document
Assessment Saervice Category Provider Status History
Mo assessments have been requested.
Comments

Please complete the assessments.

Note: In this scenario, we will walk through completing a Safety assessment that meets all criteria for
values from a past assessment to be pulled forward. The screenshots represent a Full Year ISP, but the
process for recalling information from a past assessment on an Update Year ISP is identical.

Only the assessments that have been requested will be shown on the Assessments Review Switchboard.
Clicking the status of the assessment will redirect to the beginning of the assessment. It is important to
keep in mind that Service Coordinators do not need to request all assessments at once. Assessments
may be requested at later dates. Regardless of when assessments are requested, Providers will receive
an alert for the request.

Note: In case there is no information to be pre-populated from a past assessment, the following pop-up
message will be displayed: “No values available to pre-populate the selected assessment.” With “Ok” and
“X" as the options. Clicking “Ok” will open the blank assessment form. Clicking “X” will close the pop-up
and leave the user on the Assessment Review Switchboard.

ISP Dashiboard ISP Meeting Details ~ Vision | Assessments = Gosls.  Objectives  Modifications  View/Print ISP

Assessments Review Switchboard Update Year ISP
Expand All | Collapse All

~ Standardized Assessments

Assessment Service category Provider Status Dcomant
Safety 3160 - Center-Based Work Not Started Sedpm iR

Confirmation Message [ ]l
=) Additional Assessments
No values available to pre-populate the selected assessment.

Lo |

No assessmants have been requested.

Comments

Please complete the assessments.

Note: In this scenario, there is data to pre-populate the Safety assessment.

3) Select “Yes” from the “Do you wish to pre-populate this assessment with values from a previous
year?” pop-up.

ESP Dastboand | 159 Mesting Doty Vison | Assessmerts | Goals | Objectives  Modifications  Viewyrint 158

Assessments Review Switchboard Update Year ISP
Expand All | Collagae AN

- Standardized Assessments

Assessment Service Category Provider
Safoty 3169 - Center-Based Work D [Eonnlonr L
!connmum Message X H’
= Additional Assessments
Do you wish to pre-populate this assessment with values from a previous year?
o s : o
Mo assessments have been requested L
Comments
Please complete the assessments.
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The system navigates to Part | of the Standardized Assessment where all valued form the past Full Year
ISP plan have been recalled and are editable and the status of the assessment changes to “Started”.

Note: If the user clicks “No” on the above pop-up and then saves values in the assessment, the user will
no longer have the option to recall values from the previous year’s assessment.

4) Complete the mandatory fields and all relevant sections of the assessment using the drop down
menus and text boxes.

20.Will the person cooperate when necessary?*
21.Can the individual leave his/her home or workplace through the appropriate main exit
or through an alternative exit if the main exit is blocked?*
22.Are there any necessary environmental modifications needed by this individual?* No v
23.1f yes, please describe what environmental adaptations are necessary to assure safe and timely evacuation?
| Spell Check | Reset | Save Save & Continue

Note: All assessments, irrespective of whether a Full or an Update Year ISP, have conditionally
mandatory fields; meaning that a response can be entered in certain prompts only if the condition is met
by the response entered in the prior prompt. For example, the prompt 23 on the safety assessment in the
screenshot above is conditional based on response to prompt 22 on the safety assessment.

5) Click “Save & Continue” to save progress and move to the next section of the assessment. Other
options available for the Provider and Provider Supervisor are “Spell Check,” “Reset,” and “Save.”
“Reset” will revert the assessment to the last saved version.

20.Will the person cooperate when necessary?*

21.Can the individual leave his/her home or workplace through the appropriate main exit IE
or through an alternative exit if the main exit is blocked?*

22.Are there any necessary environmental medifications needed by this individual?* No v

23.1f yes, please describe what environmental adaptations are necessary te assure safe and timely evacuation?

Spell Check || Reset || Save | I

6) Click “Save & Continue” to save progress and move to the final section of the assessment. Once the
assessment is complete, click on “Submit for Internal Review” in order to submit the assessment to
the Provider Supervisor.
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75 Electrical Outlets:* (A |
76.Stairs:* iﬁjg' i v
77.Candles/Matchas:* Tnja v
78.Hasz a House Key:!® NfA v|

79.Describe any other concerns that affect the indlvidual's safety at home:

Provider Supervisor Comments

Comments:

: Spell Check _ Fl.esel Save | Save & Continue || Submit for Interal Review |

User will be navigated back to the Assessments Review Switchboard where the status of the assessment
will be “Submitted for Internal Review”:

ISP Dashboard ISP Meeting Detads Vision Goals b View/Print 15P

d Update Year ISP

Expand Al | Collopse A

= Standardized Assessments

Assessment

Provider

Safaty

Center-Based Work Day/Employment

= Additional Assessments

Document

Assessment Service Category Provider Status i

Mo anspss = have been reques

Comments

Please complete the assessments.

Part Il — Reviewing an Assessment Submitted for Internal Review and Requesting Internal
Revision

The following steps are completed by a Provider Supervisor.
1) The Provider Supervisor will receive an alert notifying them that a Safety assessment has been

submitted for internal review. Click on the link within the alert in order to access the individual’s
Assessments Review Switchboard and review the assessment submitted by the Provider.
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Health and Human Services
| Reports | Alerts | Misc | IM Utilities | DPPC | Data Extracts | DR Utilities | IN Utilities | MT Utilities | SC Supervisor Tool
Pending Alests
Tools = Alerts > Pendin Pending
@ Please be aware alerts will be deleted on the alert message (between 7 to 60 days). Consult the Process Management screens and Reports to manage all outstanding
tasks.
ALERT SEARCH CRITERIA
Module: | | Reclpient User: | ¥
Subject:
[z ] [Feset]
Your search found multiple matches. Please select the desired Alert.
Search: | ] Show 10| entries
Select Date of Alert Alert Subject Alert Message
essments Submitted for Internal Review: Type: Asses : : Test Bruce;
L1 09/23/2015 Assessment(s) Submitted for Internal Review Asi 1 z Type Sfl'elv ;s::-enl Name: Test,Bruce; Deadiine to Submit I
| 00/23/2015 Request to complete individual’s assessments 15P A its due: ISP due by: 11/22/2015; Name: Test,Bruce; 15P Meeting Date: 12/07/2015
= 09/23/2015 Objective(s) & Support Strategy(s) Submittad for Internal  Objectives & Support Strategies Submitted for Internal Review: Name: Deadline to Submit Objective &
b=t Ravview Support Strategy to DDS: 11/22/2015; ISP Meeting Date:
09/23/2015 Objective(s) & Support Strategy(s) Submitted for Internal  Objectives & 5 strateqles Submitted for In! al Review: Name: Deadline to Submit Objective &
w Review Support Strategy to DDS: 11/22/2015; 15P Meeting Date: -

Note: The alert will specify what type of assessment has been submitted — Safety, Financial or Health &
Dental.

2) Click on the status of “Submitted for Internal Review” to open and review the assessment.

15P Dashboard ISP Meeting Details Visson Agsessments Goals Objpectives Modificabions View/Print 15¢

R Raview Switehhoard Update Year ISP

=) standardized Assessments

Histo:
Yiew Documeant
History

Assessment Service Category Provider

- Center-Based Work Day/Emplayr

Safety
(= Additional Assessments

Provider

Assessment Service

No assessments have been req
Comments

Please complete the assessments.

3) Insert comments in the “Provider Supervisor Comments” textbook

T7.Candles/Matches: ™ | NfA |
78,Has a House Key: ™ N/A |

79.Describe any other concerns that affect the individual's safety at home:

Provider Superviser Comments

Comments:

Safety assessment part three i5 appicabée. |

I_S_NII_Q--B-\.CG-_ﬂ-I-]-n_Li_e__]E.-5. sbmit for DOS Review |L_Request Internal Revision :

4) Click “Request Internal Revision”
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77.Candles/Matches: * | N/A s
78.Has a House Key:* NyA !

79.Describe any other concerns that affect the individual's safety at home:

Provider Supervisor Comments

Comments:

 Spell Check | [ Reset | [ Save | [ Sove & continue | [ Submit for DDS Review @l

5) After clicking “Request Internal Revision”, the system will update the Assessments Review
Switchboard with the information saved by the user and the status of the assessment will read
“Internal Revision Requested”

159 Dashboard ISP Meeting Detalis  Vison | Assessments | Goals  Objectives . Moddfications  View brint 158

|a ts Revi itchk ] Update Year ISP
Expand Al | Collapse AN
| = Standardized Assessments
Provider
Safaty 3169 - Center-Based Work Dary/Employment Internal Revision Requested %w =
=) Additional Assessments
Assessment Service Category Provider Status Dri:t':u"t
No have been
Comments
Please complete the assessments.
Part Il — Revising an Assessment Submitted for Internal Revision and Submitting for Internal
Review

The following steps are completed by a Provider Data Entry User.

The Provider Data Entry User will receive an alert notifying them that internal revision has been requested
on an assessment. The process for revising an assessment is identical to that of submitting an
assessment. Please refer to Part .

Part IV — Reviewing an Assessment Submitted for Internal Review and Submitting to DDS

The following steps are completed by a Provider Supervisor.

The Provider Supervisor will then receive an alert notifying them that an assessment has been submitted
for internal review.

1) Click on the link within the alert in order to access the individual’s Assessments Review Switchboard
and review the assessment submitted by the Provider.
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Health and Human Services

09/23/2015 Request to complete individuals assessments

m U3/23/101s I Chlective(s] & Support Siategvey Subrltiad forlntarmal
09/23/2015 Objective(s) & Support Strategy(s) Submitted for Internal

Review

| Reports | Alerts | Misc | IM Utilities | DPPC | Data Extracts | DR Utilities | IN Utilities | MT Utilities | SC Supervisor Tool

Pending Alests
Tools > Alerts > Pending Pendin
@ Please be aware alerts will be deleted on the alert message (between 7 to 60 days). Consult the Process Management screens and Reports to manage all cutstanding
tasks.
ALERT SEARCH CRITERIA
Module: | | Reclpient User: | ¥
Subject:
Search: | ] Show 10| entries
Select Date of Alert Alert Subject Alert Message
essments Submitted for Internal Review: Type: Asses: : : Test Bruce;
L1 09/23/2015 Assessment(s) Submitted for Internal Review Asi 1 z Type Sfl'elv ;s::-enl Name: Test,Bruce; Deadiine to Submit I

15P Assessments due: ISP due by: 11/22/2015; Name: Test,Bruce; ISP Meeting Date: 12/07/2015
Oblectives & Support Strategies Submitted for : Nam: Deadling to Submit Objective &
Support Strategy to DDS: 11/22/2015; ISP Meeting Date:

Objectives & 5 strateqles Submitted for In! al Review: Name: Deadline to Submit Objective &
Support Strategy to DDS: 11/22/201%; ISP Meeting Date: L

Note: The alert will specify what type of assessment has been submitted — Safety, Financial or Health &

Dental.

2) Click on the status of “Submitted for Inter

nal Review” to open and review the assessment.

15P Dashboard ISP Meeting Details Visson Agsessments Goals Objpectives Modificabions

View/Print 157

=) standardized Assessments

Service

Assessment

3169 - Center-Based Work

Safety

(= Additional Assessments

Assessment
No assessments have been requested,
Comments
Please complete the assessments,

Category Provider Histo.
Day/Employment Submitted For Internal Wiew t;.),r.ksumem

Update Year ISP

3) Click “Submit for DDS Review”

77.Candles/Matches: *
78.Has a House Key:*

79.Describe any other concemns that affect the individual's safety at home;

Provider Supervisor Comments

Comments:
(S o] [t ][]

|nia v

L |

Reguest Internal Revision |

[ Save & continue | [ Submit for DDS Review |

HCSIS ISP Module
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Note: If the Provider Supervisor saves the assessment with some changes, but does NOT submit it for
DDS review, the assessment status will remain “Internal Review Started”.

Note: Other buttons are available on this screen. They are as follows:

e “Save & Continue”: The system will redirect the user to the ISP Dashboard.

e “Reset”: The system will revert back to what was last saved. In the event that there are no saved
data, “Reset” will clear the form.

e “Spell Check”: A proofreading tool that can be used prior to saving or sharing.

4) After clicking “Submit for DDS Review”, the system will update the Assessments Review Switchboard
with the information saved by the user and the status of the assessment will read “Submitted for DDS
Review.”

15P Dashboard ISP Meeting Details Vision U Goals P 1 View/Print 157

A Review Switchboard Update Year ISP
Expand Al | Coltapse A%

= standardized Assessments

Provider Status

Histo

Safaty 3169 - Conter-Based Work Day/Employmant Submitted for DOS Review v_eu;%ﬁmm
| =} additional Assessments
Assessment Service Category Provider Status ot

Histo!

Comments

Please complete the assessments.

Note: If the assessment requires attachments, these must be provided to the Service Coordinators
separately from HCSIS.

Next Steps

e The Service Coordinator will receive an alert every Tuesday and Friday for any assessments
that have been submitted by one or more Provider agencies.

e Service Coordinators will be responsible for reviewing the assessments, as covered in the next
two sections.

e Providers and Provider Supervisors should continue completing any requested assessments.

e Providers and Provider Supervisors can monitor the individual's ISP Dashboard, the
Assessments Review Switchboard or use the Review Process Management screen to view the
progress of any revisions.
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Completing a Health and Dental Assessment by Provider Staff

The ISP Assessments Module draws data from the HCSIS QM Module’s Health Care Record (HCR) to
populate the Health and Dental assessment. The below table represents the fields on the Health &
Dental Assessment that are pulled from the latest finalized HCR. This information will automatically be
pulled onto a Health & Dental assessment in “Not Started” status. Refreshing from HCR functionality in
the ISP Assessments Module allows the user to update fields on an already started Health & Dental
Assessment after making the desired changes on the individual’'s Health Care Record and finalizing the
modified record.

Information on the Health & Dental Assessment pulled from the Health Care Record

Prompt
number  Prompt Description on the Health & Dental
on Assessment
H&D

1 Individual’'s Name Basic Information Screen

Current Medical Problem and Diagnoses
3 Height Screen
Field — ‘Height’

HCR Details

Current Medical Problem and Diagnoses
5 Weight (Ibs) Screen
Field — ‘Weight (Ibs

Identify any current medical problems,
diagnoses, treatments and medications:

(All diagnoses must be supported by Current Medical Problem and Diagnoses
documentation from a licensed and Screen
7 gualified medical and/or mental health Field - ‘Medication Name’
professional. DO NOT include HIV
diagnosis and medications used to treat Medications List Screen
HIV. Attach any relevant protocols Field — ‘Reason for Prescription’
including but not limited to Seizure, Dining,
PICA.

Functional Status Screen

Field - Communication from MEDITECH
(Able to Communicate, Communication
Difficulties/Uses Verbalizations,
Communication Difficulties/Uses
Gestures, Not able to Communicate
Needs, Unable to use Call Bell, Only

List all augmentative communication

38 needs
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W&

39

42

49

51

53

54

55

56

57

58

59

Does the individual manage his/ her own
medications?

Does the individual require sedation for
medical or dental appointments?

Annual Physical Examination Date
(Editable in the Health and Dental
Assessment)

Dental Examination Date (Editable in the
Health and Dental Assessment)

Colonoscopy/ Sigmoidoscopy

Bone Density

Prostate

Pap smear

Mammogram

Lipid Panel

EKG

Speaks/Understands a foreign language,
Utilizes Communication Devices)
Functional Status Screen

Field - Medication Administration from
MEDITECH (Independent/Self
Medicates, Medication Administered by
Staff)

Special Needs Screen

Field — ‘Sedation for clinical visits’
Past Medical History - Evaluations
Screen

Field - ‘PHYSICAL EXAM Status’
(MM/DD/YYYY or YYYY allowed in
HCR)

Past Medical History - Evaluations
Screen

Field - ‘DENTAL EXAM Status’
(MM/DD/YYYY or YYYY allowed in
HCR)

Past Medical History - Evaluations
Screen

Field - ‘SIGMOIDOSCOPY or
COLONSCOPY Status’

(Only Year is stored in HCR. No Date)
Past Medical History - Evaluations
Screen

Field - ‘BONE DENSITOMETRY EXAM
Status’

(Only Year is stored in HCR. No Date)
Past Medical History Screen

Field - ‘PSA (Prostate Cancer
Screening) Status’

(Only Year is stored in HCR. No Date)
Past Medical History - Gynecologic
Screen

Field - ‘PAP Smear Status’
(MM/DD/YYYY or YYYY allowed in
HCR)

Past Medical History - Gynecologic
Screen

Field - ‘Mammogram Status’
(MM/DD/YYYY or YYYY allowed in
HCR)

Past Medical History - Evaluations
Screen

Field - ‘Lipid Panel Status’

(Only Year is stored in HCR. No Date)
Past Medical History - Evaluations
Screen

Field - ‘EKG’

(Only Year is stored in HCR. No Date)

HCSIS ISP Module
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Past Medical History - Evaluations
Screen

Field - ‘Blood Level

(Only Year is stored in HCR. No Date)

60 Blood Drug Level

The following services require a Health and Dental assessment to be completed:
e Placement Services (also referred to as Shared Living)
e 24-hour Residential Supports
e Community Living Supports
e State Operated Residential Supports

The following services require a Health and Dental assessment if the supports are relevant to health care
needs:

e Community Based Day Supports

e Day Habilitation Supplement

e Supplemental Adult Supports (for individuals enrolled in Adult Foster Care)

The following services require a health and dental assessment if the contractual obligation necessitates:
e Emergency Stabilization Residence
e Individual Supports and Community Habilitation

The steps to create a Health and Dental assessment must be completed by Provider Agency staff — a
Provider or a Provider Supervisor. Providers and Provider Supervisors can complete an assessment in
the module once the following conditions have been met:

e Theindividual is receiving one or more services that require a Health and Dental assessment to
be completed (see above)

e A Vision Statement has been created for the individual

e The Service Coordinator or Service Coordinator Supervisor has requested the assessment

Scenario Description:
This scenario describes the steps required to complete a Health and Dental Assessment by Provider
Staff.

First Steps:

e Search for an individual

e View the Individual Dashboard
Roles and Responsibilities

e Provider: Completes the assessment and submits for internal review.
e Provider Supervisor: Completes reviews and submits the assessment for DDS review.

Part I: Completing a Health and Dental Assessment and Submitting for Internal Review
The below steps are completed by a Data Entry User.
1) After the Service Coordinator requests an assessment, the system will send an alert to the Provider

Data Entry User, prompting them to complete the assessment. Click on the link within the alert in
order to access the individual's Assessments Review Switchboard and address the alert.
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Health and Human Services

Reports | Alerts | Misc | IM Utilities | DPPC | Data Extracts | DR Utilities | IN Utiities | MT Utilities | SC Suparvisor Tool
Pending Alerts
Toals = Alarts fing Alers = Pending Alerts
@ Please be aware alerts will be deleted on the alert 7 to 60 days). Consult the Process Management screens and Reports to manage all outstanding tasks.
ALERT SEARCH CRITERIA
Medule: ~ Reciplent User: | v
Subject: | Ciick ta salect ams fom s b
=]
Your scarch found multiple matches. Please select the desired Alert.
senich:] Show[10 ] entries
Select Date of Alert Alert Subject Alert Message
| 09/24/2015 Request to complete Individual's assessments = 5P Assessments due by: 11/23/2015; Name: Test.Bruce: ISP Meeting Date: 12/07/2015
1 09/24/2015 Request to complete individual’s assessments 1sp due: ISP due by: 10/23/2015; Name: + ISP Meating Date:
09/23/2015 Request to complete individual’s assessments 158 due: 1SP due by: 11/22/2015; Name: ISP Meeting Date:
(=] o6/21/2015 gsmzea:.l';o«dlmtor has approved submitted proposed Progress Proposed Proqgress Summarles Approved: Name: 15 Maating Date:
[ 09/21/2015 gzmgsgdmﬁw has requested revision of proposed Progress 1 far ¥ Previrase Hama: 18P Mesting Date:

2) Click “Access HCR” to view a list of the latest Health Care Records and to submit an updated Health
Care Record.

ISP Dashboard | ISP Mesting Detads  Vision | Assessments | Goals | Objectives  Moddicstions | View/Print 159

A Revi i d Full Year ISP
Expandd All | Coflage All

= standardized Assessments

Assessment Sarvice Category Provider Status

View Document

Financial 3153 - Residential Habilitation A Mot Starte
Health and Dontal 3153 - Residential Habilitation A Mot Started Wf"ﬂ%mﬂt‘ﬂl
Safoty 3153 - Residential Habilitation A : %ﬂm
Update HCR WA N/ /A

(= Additional Assessments

Assessment Service Category Provider

No assessments have been requested.

Comments

3) Click “Create A New HCR".

Health and Human Services

Hﬂlllﬂlmwmlﬂalmmlm
HCR Data Entry | Individual Dashboard

(OM > HOR. - HCR Data Entry = VI

Individual Search
First Name: [pAvcE
| pos oo |

e )

159 Date: = Area Office: (

4) Enter relevant information into the Health Care Record.
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weight
weight (ibs): Eelis i
Dats (MM/DD/YYYY):
Helght
Height (Feet): Eafiovr: Vg
Height {Inches): Eeliowr:\a
Date (MM/DDYYYY):
Neurologic
Madical Problem/Diagnoses (Cerebral Palsy, Epilepsy | Seicure Disorder, Alehesner's 1= Carabral palsy Exliove:Up
Dinsase): Epdapsy / Soizure Disorder
Alzheimer's Disease
pic Madical Probleny| . Other Ealivw-up
I Other, plaase spacify: — ESoucy,
Cardiovascular
Cardi Madical Proble gros Coranary Artery Distas: Lt
Congestive Heart Failure
Hypertension
it
If Gther, plaase spacify: [ Eckn to
Respiratory
y Medical Preumania Fokair-Lp
Asthma
coPo
Recurrent Infaction

Note: A static element “Has Standing Orders For” is added to the drop list for “Reason for Prescription”
on Medication List screen. “Other Reason for Prescription” is changed to “Specific Reason for
Prescription” and is a nhon-mandatory field.

Reason For Prescription: ™ Eoliow-Ug
R PR e Eufiarevis
[rr——— Eallonuip
1f other frequency, please spacify: Enliow-lip.
16 The Distn SEartind Kesown™ Ealisneun
I Diate Known, Date Started (MM/DOMYY): | Follow g
If Oy Year Krown, Year Started (YY) Efiow-Ug
Dabe Stopped {MH/DD/YHY): | ] Ll
D] T ok sing'| (i o oo |
. . . PR . »
5) After completing all sections, click “Finalize”.
Go To: Verification and Finsization -
All Req) have been
o emergency or pharmacy contacts have been entered, please indicate why. Unknown' +
Mo allergies havi been entored, phease indcate why. = Unkncwn =
No current medical problems or diagnoses have been entered, please indicate why.™ Uniknown =
Plaase indicate whathar madical history has been provided by Panent or Guardian to DOS.* Mo v
No surgenes, traumas or hospitahzabons have been entered, please ndeate why.” Unknown =
Mo past medical problems or diagnoses have been entered, please indicats why.” Unkngwn =
Have you verifed that ail Health Care Record mformabion is up=to-date and you would ke to finalize the HCR? g —

(Note: You may finalkze a naw HCR If data from MEDITECH reguires follow-up.}™
If Yes, please enter a brief description of the HCR:

If this HCR should ba used for an ISP, please indicate that hare.

If Mo, you cannot finalize an HCR without verifying all information is up-to-date.
Fanahzed By:

Finalized On:

Mesot| Sove| Check Soelng | m

6) Return to the Assessments Review Switchboard and click on the status of “Not Started” to complete
the Health and Dental assessment.

ISP Dashboard | 5P Meeting Details | Visin | Agsmpsmects | Gosls | Objectves | ViewPrint ISP

Assessments Review Switchboard Full Year ISP
Expand i | Collapes
= Standardized Assessments

Assessment Provider Status
Yeew Dogument
Financial 3153 - Residential Habilitation M/& i
History
> 1 3 - Raes 1 J Yeaw Degument
Health and Denta’ 2153 - Residential Habilitation L TEY Histor
f View Document
Safaty 3153 - Residential Habilitaticn Mk m I i -
Update MCR N/A M/A hgeass R M/

= additional Assessments

Provider Status

Mo assessments have been requested.
Comments

Please send me Progress Summanies via email.
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If the criteria for pulling information from a past assessment are satisfied, the system will display the “Do
you wish to pre-populate this assessment with values from a previous year?” pop-up. Clicking “Yes” will
pre-populate the new assessment with values from last year’s assessment.

ISP Dashboard | ISP Mecting Detals | Vison | Assessments | Coals | Objectves | Modilications | View Print 15P

o ts Review Switchboard Update Year ISP

Expand AN | Collagus AN
= Standardized Assessments

Assessment Service Category Provider Status
Hot Started

Financial 3153 - Residential Habslitation 1 —

| confirmation Massage 53|

Health and Dental 3153 - Residential Habilitation Mot Started
Do you wish to pre-populste this sssessment with values from a previcus year}

Safety 3153 - Residential Habilitation Mot Started |
-
Upedate HCR NfA - n Aceess HOR N/A

=) Additicnal Assessmaents

Assessment Service Category Provider
N sEsessments hove beon roquested
Comments

Please complete the assessments

The below example shows what steps are taken when there is no information to pre-populate from last
year's assessments.

1) Select “Ok” from the “No values available to pre-populate the selected assessment” pop-up.

159 Dashboard IS8 Meeting Details. Vision Assessments Goals ~ Objectves  Modificabions View/Prnt 1P

A iew Switcht { Update Year ISP
Expand Al | Collapys Al
(=) Standardized Assessmeants

Assessment Service Category Praovider Status "'
Financlal 3153 - Residential | it NIA, - Mol Started E&U;&u:;r_km
Confirmation Message X i M
Hoalth and Dental 3153 - Residential Habilitation [ e = Mot Started VILNU!D:{mlJr-.L-nL
Mo values available to pre-populate the selected assessmant. i ['; Qﬁ:‘-gn:

Safoty 3153 - Residential Habdlitation Mot Started History
Update HCR NfA E sy Acoeas HCR NEA

1= Additional Assessments

Assessment Service Categary Frovider Status "“"‘ et
No sssessmients have boen requested.

Comments

Please comploto the assessments.

The system navigates to Part | of the Health and Dental Assessment.
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poard 15 Meeting Detail s rpectives Modificat
Update Year ISP
Health and Dental Assessment Part 1
Part I ~
1. Individual’s Name: Test, Bruce
2.Date of Birth:
3. Helght:
4.Date + Recorded; 09/059,/2015
5. Weight (1
&.0ate Weight Recorded. 09/0%/2015
7.1dentify amy current me satments and medications: (All diagnoses must be
supported by documes lified medical and/or mental health professional. DO : S 2 i (et X
NOT Inchude HIV eat HIV. Attach any relevant protocols Inchuding but  Soanding Orders/ PRN Medications - Lipltor {storvastatin)
ol to Seizure, Dini
B.Are th any emerging medical issues?* w
9.Describe follow-up required for each kssue identified:
10.Are there any emerging dental issues? = v

This will open up the assessment. Several fields in the Health and Dental assessment will automatically
populate from the Health Care Record. Please refer to the table at the beginning of this section. The
information will be pulled from the last finalized Health Care Record.

Note: In the scenario when information from a past assessment is pulled forward by selecting “Yes” on a
“Do you wish to pre-populate this assessment with values from a previous year?” pop-up, the fields
automatically populated from the HCR will be pre-populated from last year’s assessment instead of being
pulled from the finalized Health Care Record. The user will have to click on “Refresh from HCR” link that
appears under the assessment status on the Assessments Review Switchboard (once the Assessment is
in “Started” status) to pull the latest HCR information into a recalled assessment.

2) Click “save & Continue” to save progress and move through the sections of the assessment.

44.1f yes, please describe below and submit plans and out;

45 Have desensitization programs been employed in the past? No =

46.1f Yoz, please describe holow

(. Soell Check | | Reset | | Sawve I Save & Contnue ]

Note: All assessments, irrespective of Full or Update Year ISP, have conditionally mandatory fields,
meaning that a response can only be entered only if the condition is met by the response entered in the
prior question.

3) Click “Save & Continue” to save progress and move to the final section of the assessment. Once the
assessment is complete, click on “Submit for Internal Review” in order to submit the assessment to
the Provider Supervisor.
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62.Pleasa describe the Other healthcare tests:

oy

63.Flease note the most recent cutcome:

A

64, Summary/ Additional Information (incheding augmentative communication needs):

s

[ Speil chack | [ Raset | [ Save.

Save & Continue)

4) After clicking “Submit for Internal Review”, the system will update the Assessments Review
Switchboard with the information saved by the user and the status of the assessment will read
“Submitted for Internal Review”.

ISP Dashboard | ISP Moeting Details | Vision | Assessmerts | Goals | Objectives  Modifications  Veew/Print ISP

Update Year ISP
Expand 41 | Collapse

(=l Standardized Assessments

Assessment Service Category Provider Status D;T:"m
Financlal 3153 - Residential Habilitation WA 5 “""—““?‘*J'M
Health and Dental 3153 - Residential Habdlitation NfA Submitted For Internal Reyiow i Histary
. = 3 x View Documant
Safaty 3153 - Residential Habilitation WA Mol Started e
Update HCR /A N/A Access HOR /A

(= Additional Assessments

Assessment Service Category Provider Status ". '“““‘
Mo assessments have been requested.
Comments

Please complete the assessments,

The ISP Assessments Module will send an alert to the Provider Supervisor to notify them that a Health &
Dental assessment has been submitted by the Provider.

Part Il: Reviewing a Health and Dental Assessment and Submitting to DDS

The below steps are completed by a Provider Supervisor.

1) Click on the link within the alert in order to access the individual’s Assessments Review Switchboard
and review the assessment submitted by the Provider.

HCSIS ISP Module Page 25



ISP Assessments User Guide

Health and Human Services Mass. /';‘ /s
=
Reports | Alerts | Mise | TM Utilities | DPPC | Data Extracts | DR Utilities | TN Utilities | MT Utilities | SC Supervisor Tool
Pending Alerts
Taoks > Alarts > Panding Alert Tendin et
@ Please be aware alerts will be deleted ing on the alert 7 to 60 days). Consult the Process Management screens and Reports to manage all outstanding tasks.
ALERT SEARCH CRITERIA
Module: | ~ Rciplent User: | »
Subject:
[Reset]
Your search found multiple matches, Please select the desired Alert,
Search: | ] Shaw 10| entries
Select Date of Alert Alert Subject Alert Message
al E | Assessments Submitted for Internal Review: : e i : Test, d &
O 09/25/2015 Assessiant{s) Submitted for Internal Review - ment: m ol for Internal I.! wlew: Type: Health and Dental Assessment; Name: Test, Bruce; Deadline to Submit Assessments lI
= S Service Coordinator has approved sub d ¥ . .
) 09/25/2015 ReneSemBnlE 15p Name: 158 Meating Date:
. : Provider Supenvisor hi ted revish f
Ll 00/25/2015 P T_':e:;e 0 S TESUESREC [Evissons Revisions requested for ISP Assessments: Name: © ISP Meeting Date
09/25/2015 ig::\::‘:ﬁ;d'"""' has requested revisions of o ge for ISP Type: Safety Assessment; Name: | ISP Meating Date:
H “ H 4 ”
2) To open the assessment, click the status of “Submitted for Internal Review.
159 Dashboard ISP Meeting Details Wisaan ASSeSSMEnts Goals. Objectives Modifications. Wiew/Print 158
A Revi if d Update Year ISP
Lxpand All | Collagse All
(= Standardized Assessments
Assessment Service Category Provider Status D;T;"‘“"‘
Financial 3153 - Residential Habilitation NfA = V!e\:‘umm_t
4 2 Wiew Document
Health and Dental 3153 - Residential Habilitation NfA o i Higtory
Safety 3153 - Residential Habdlitation NfA Mot Started Histor
Update HCR MN/A N/A Access HCR NJA
(=) Additional Assessments
- + Document
Assessment Service Category Provider Status History
o assessments have been requested.
Comments
Please complete the assessments,

Providers and Provider Supervisors will also be able to refresh the HCR data in the Health and Dental
assessment if the HCR has been re-finalized after the assessment has already been started by clicking
“Refresh from HCR.” If a HCR is re-finalized, but the “Refresh from HCR” button is not clicked, the
information will not be updated on the Health and Dental assessment.

ISP Dashboard ISP Mesting Detals | Vision | Assessments | Gosls | Objectives  Modifications  View/Print 155

Update Year ISP
Lxpand All | Collagse All

(=) standardized Assessments

Financial 3153 - Residential Habilitation NfA Mot Started ap. Do
Health and Dental 3153 - Residentlal Habilitation NfA
Safety 3153 - Residential Habilitation N/A
Update HCR A WA

(= Additional Assessments
Jr— Service Category Provider Status Document
o assessments have been requested.
Comments

Please complete the assessments,

“Refresh from HCR” is a separate link directly below the assessment status. Clicking on it will refresh all
Health and Dental Assessments available for the individual. For additional details on Health Care Record
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and information pulled into Health & Dental Assessments, please refer to following guides on the
Reference Page — HCR Instructions, HCR Quick guide and Refresh HCR Data in Health & Dental
Assessments.

63.Please note the most recent outcome:

A

64, Summary) Additienal Information (including augmentative communication needs):

A

Provider Supervisor Comments

Comments:

Spell Check || Reset || Save Save & (:{mhnut‘l Submit for DUS ﬂn:mnwl Request Internal Revision

Note: Other buttons are available on this screen. They are as follows:

e “Request for Internal Revision”: The system will initiate the revision process. For details on this
process, see the “Completing an Assessment by Provider Staff” workflow.

e “Save & Continue”: The system will redirect the user to the ISP Dashboard.

e “Reset”: The system will revert back to what was last saved. In the event that there are no saved
data, “Reset” will clear the form.

e “Spell Check”: A proofreading tool that can be used prior to saving or sharing.

Note: The character limit on the last three comments fields on Part Il (#62, 63 and 64) of the Health &
Dental Assessment has been increased to 4,000 characters.

After clicking “Submit for DDS Review”, the system will update the Assessments Review
Switchboard with the information saved by the user and the status of the assessment will read
“Submitted for DDS Review.”

ISP Daghboard ISP Mesting Details | Wision | Assessects | Gobls | Objectives | View/Print ISP

Assessments Review Switchboard Full Year ISP
Expand | Collsges i

= standardized Assessments

Assessment Servioe Category Provider Status D::'“
Financial 3153 - Residential Habilitation N Mot Started "“g;c" =
Mealth and Dental 3153 - Residential Habilitation MA i C“ﬂi?;;(‘“‘:"'-
Safaty 3153 - Residential Habilitation LIS Submitted for DOG Review %
Update HCR LT [T Agcags HOR Nk
= Additional Assessments
Assessment Service Category Provider Status sy

Mo sssessments have been requested.

Commenis

Please send me Progress Summaries via email,

Note: If the Health and Dental Assessments requires additional attachments, these must be submitted to
the Service Coordinator outside of HCSIS.
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Note: Service Coordinators will receive a twice-weekly alert on Tuesday and Friday of any assessments
that have been submitted; Providers, on the other hand, will receive an alert once all assessments have
been approved by the Service Coordinator.

Next Steps

e Service Coordinators will receive an alert every Tuesday and Friday of any submitted
assessments from each Provider Agency.

e Service Coordinators will be responsible for reviewing the assessments, as covered in the next
two sections.

e Providers and Provider Supervisors should continue completing any requested assessments.

e Providers and Provider Supervisors can monitor the individual's ISP Dashboard, the
Assessments Review Switchboard or use the Review Process Management screen to view the
progress of any revisions.
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Reviewing and Approving an Assessment by DDS Staff

These steps must be completed by a Service Coordinator or a Service Coordinator Supervisor.
Assessments must be revised, if needed, and approved prior to the ISP meeting. Service Coordinators
and Service Coordinator Supervisors can review and approve an assessment in the module once the
following conditions have been met:

The individual is receiving one or more services that require an assessment to be completed.
A Vision Statement has been created and shared for the individual.

The Service Coordinator or Service Coordinator Supervisor has requested the assessment.
The Provider Supervisor has submitted the assessment and the assessment is in one of the
following statuses: “Submitted for DDS Review” or “DDS Review Started”.

Note: Service Coordinators do not have to re-approve documents after the meeting. The documents will
continue to be in approved status and the Service Coordinator can request revision at any time (pre or
post ISP Meeting).

Scenario Description:
This scenario describes the steps required to review and approve an assessment by DDS Staff.

First Steps:
e Search for an individual
¢ View the Individual Dashboard

Roles and Responsibilities
e Service Coordinator: Reviews and approves the assessment. Requesting revisions to the

assessment will be covered in the next scenario.
e Service Coordinator Supervisor: Reviews and approves the assessment.

7 days

90 days 45 days 30 days 15 days Approval of
before ISP before 159 before 15P before 158 before ISP Plan in
mieeting mzeling meeting meting I5P ISP Meeting MEDITECH
o L mseting
(0 () |
k“_-r! ‘L‘_‘_-r_'_f |
Service Service Assessments Assessments Service Service
Coordinators Coordinators due to due o Coordinators Coordinators
and Provider Provider Data Provider Data and Service
Data Entry Entry Users Entry Users Coordinator
Users and Provider and Provider Supervisors
Supervisors SUpervisors
* - Alert
—

{.L} - Due Date
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1) Select “Review Assessments” from the individual's ISP Dashboard or click on the “Review
Assessments” tab.

150 Dashboard | ESP Meeting Details  Vision mmmml Remj\smmml Current Supports | Safety/fisk  Legalfinancal | Successes/Challenges  Goals  Objectives  Modifications  Wiew/Print 159

#kExpand this section to see ISP imeline
Test, Bruce
View/Print ISP Document W/

4

Region/Area Office; Metro/Greater Boston Service Coordinator: Coordinator, Service

Demographic Information

ISE Mesting Details ISP Deadlines
SEN: Planned Mesting Date: 12/07/2015 Meeting Deadline: 12/07/2015
Eligibility: Meeting Time; 10:00 AM Semi Annual Review Date: 06/04/2016
Meeting Location: o Next ISP Meating Deadline; 12/06/2016
Update Year ISP
@ Vision & v Goals L Request Assessments
Status: Shared Status: Created Status: Sent
Due Date: 11/07/2015 Due Date: N/A
Last Updated On: 09/23/201%

Last Shared On: 09/23,

Objectives & Support Strategles

Review Assessments

Pending DOS Review: 274

Pending DDS Review: 1/4

@ No sction needed  Action needed @ Section complete @ Section overdue

2) Click on the assessment status of “Submitted for DDS Review” to review the assessment.

ISP Dashboard ISP Meeting Details  Vision  Request Ascessments | Review Assessments | Curment Supports hallenges  Goals  Objectives  Modifications  View/Print 1S9
A Revi d Update Year ISP
Expand Al | Collagse All
= Standardized Assessments
Assessment Service Category Provider Status Hh“‘
- = g - View Document
i 3153 - Residential Habilitat) NA Mot i T
Financial L dential Habilitation 1] ot Started Ty
3153 it 3 View Document [ Detete |
Health and Dental 3153 - Residential Habilitation N
History | —!
3169 - Center-Based Work Davy/Employment View Document. |
Safoty History —
3153 - Residential Habilitation /A Not Started Histary
Update HCR N/A /A Access HCR NfA
= Additional Assessments
" & Document Delete
Assessment Sarvice Category Provider Status Histo e
No assessments have boeen requested,
Comments
Please complete the assessments.

3) Review the assessment content, which will be in read-only mode, to determine whether or not
revisions need to be made. The assessment acceptance criteria can be found at the bottom of the

page for reference when reviewing the assessment.
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ISP Dashboard | ISP Mesting Details | Vision | Request Assessments | fleview Assessments

Back 1o Assssaments Rivien Swichboard

nges | Goals  Objectives | Modificabions | ViewjPrint 159

Update Year ISP

| Safety Assessment
(Provider One - Day/Employment)

poand &ll] Coltapse all

rt I - (Evacuation)

Is this portion of Salety Assessment applicabile?”

rmanner from day/work setting during an emergency?*

LI yes, please describe, (e.9. verbal prompts, physical

evacuation?*
5.Can the individual call 911 for help?*

6.Can the individual call staff for help?®

8.If no, please describe assistance needed.

.15 the individual ambulatory?*

10.1F the individual 5 not ambulatory, can ha/she transfer independently?=

12.Does the individual need a: ance walking?*

13.1f yes, please describe the ance needed,

14.1s the individual hard of hearing?*

1.Can this person safely evacuate Independently from his/her home in two and a half minutes o in timely

2.Does the individual need assistance or supports to facilitate a sate and timely evacuation?™

ance, adaptive equipment).

4.Can the individual recognize a fire or other emergency that signals danger and would require

7.Can the Individual respond to a fira/evacuation alarm when asleep as well as whan awake?*

11.If no, what type of assistance {e.g. 1 person transfer, 2 person transfer, hoyer lift) is needed?

. Gait-bedt, walker, staff guidance ate.

Yes

No

Yos

Yes
Yes

Yes

Yes

No

No

Status: Submitted for DDS Review

Note: For standard assessments, each part of the assessment can be expanded or collapsed by clicking

on the + or — sign next to the heading for that part.

4) To approve the assessment, click the “All Assessment Criteria Met” checkbox.

=} Accaptance Criteria

All Acceptance Criterla Met

Individualized: *

Includes Relovant Strengths and Needs: ™
Tdentifies Opportunities for Development:*
Current:*

Complete:™

Comments:

Speell Check Reset Save Delete

Request Revision Approve

Note: Clicking “All Assessment Criteria Met” will populate the drop-down menus below with “Yes.”

=} Accaptance Criteria

All Acceptance Criterla Met

Individualized: *

Includes Relovant Strengths and Needs: ™
Tdentifies Opportunities for Development:*
Current:*

Complete:™

Comments:

Speell Check Reset Save Delete

Request Revision Approve
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5) Click “Approve”.

=} Accaptance Criteria
All Acceptance Criterla Met -
Individualized: * Yes v
Includes Relevant Strengths and Needs:™ Ives |
Tdentifies Opportunities for Development:* Yes v/
Current:* (Yes Wi
Complete:* ez ]
Comments:
Speell Check Reset Save Delete Request Revision

Note: Once all assessments for any given Provider Agency are approved, will send an alert to that
Provider Agency.

Note: Other buttons are available on this screen. They are as follows:

e “Request Revision”: The system will send an alert to the Provider indicating that revision is
requested. See the “Reviewing and Requesting Revision of an Assessment by DDS Staff”
section.

e “Save”: The system will save the changes made to the assessment form.

e “Reset”: The system will revert back to what was last saved. In the event that there are no saved
data, “Reset” will clear the form.

e “Spell Check”: A proofreading tool that can be used prior to saving or sharing.

6) After clicking “Approve,” the system will update the Assessments Review Switchboard with the
information saved by the user and the status of the assessment will read “Approved.”

ISP Dashboard ISP Meeting Detalls | Vison  Request Assessmients | Review Assessments | Current Supports | Safety/ Leg 5 JChallenges | Goals  Objectives | Modifications  View/Print ISP

Switchl d Update Year ISP

Expand Al | Coltapse All
(=) standardized Assessments

Assessment Sarvice Category Provider Status

Financial 3153 - Residential Habilitation N/A ot Started g
Health and Dantal 3153 - Residential Habilitation nfA Mot Started Histary Dedete
3169 - Center-Based Work Day/Employment Vieet Docurieot Delete
Safioty ity
3153 - Residential Habilitation N/A Mot Started it L [peete |
Update HCR /A NfA Atcess HCR /A /A

| =/ Additional Assessments

= " Document Delete
Assessment Service Category Provider Status Histo A t
Mo assessments have been requested,
Comments
Please complete the assessments,

Note: Service Coordinators are not required to re-approve documents after the meeting. The documents
will continue to be in approved status and the Service Coordinator can request revision at any time (pre or
post ISP Meeting).

Next Steps

e Service Coordinators or Service Coordinator Supervisors can request revisions to
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assessments in all statuses they have access to, including “Approved”. Revisions can be
requested before and after the ISP meeting has been held.

e Providers will receive an alert when all submitted assessments have been approved.

e Service Coordinators should follow the approval process for all assessments that meet the
Acceptance Criteria.

e Service Coordinators should follow the Revision Request process for all assessments that do
not meet the acceptance criteria.

e Service Coordinators or Service Coordinator Supervisors can request revision to a
previously approved Assessment at any point in time as long as the plan remains unlocked
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Reviewing and Requesting Revision of an Assessment by DDS Staff

These steps must be completed by DDS staff — a Service Coordinator or a Service Coordinator
Supervisor. Service Coordinators and Service Coordinator Supervisors can review and request revisions
to an assessment in the module once the following conditions have been met:

e The individual is receiving one or more services that require an assessment to be completed.

e AVision Statement has been created and shared for the individual.

e The assessment is in one of the following statuses: “Submitted for DDS Review”, “DDS Review
Started” or “Approved”.

e Service Coordinator selects “Review Assessments” from the individual's ISP Dashboard.

Scenario Description:
This scenario describes the steps required to review and request revision of an assessment by DDS
Staff.

First Steps:
e Search for an individual
e View the Individual Dashboard

Roles and Responsibilities

e Service Coordinator: Reviews the assessment and requests revisions according to the
acceptance criteria.

e Service Coordinator Supervisor: Reviews the assessment and requests revisions based to the
acceptance criteria.

a0 days 45 days 30 days 15 days 7 days Approval of
before 15P before ISP before ISP before ISP before ISP Plan in
r""-"-'“”t! mieeting |||1.~|_-[|r'£ meling I5P I5F Meeting. | MEDITECH
L e meeting
o MNP A
Service Service Assessments AsthEzmAants Service Service
Coordinators Coordinatars due to due to Coordinators Coardinators
and Provider Provider Data Provider Data and Service
Data Entry Entry Users Entry Users Coordinator
Users and Provider and Provider Supervisors
Supervisars SUperyisors
* - Alert

{,_!,] - Due Date

1) Select “Review Assessments” from the individual's ISP Dashboard or click on the “Review
Assessments” tab.
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150 Dashboard | ESP Meeting Details  Vision mmmml Review Assessments ICunenlSupWIs Safery/fisk  Legalfinancal | Successes/Challenges  Gosls  Objectives  Modifications  Wiew/Print 159

»Expand this section to see ISP imeline

4
Region/Area Office; Metro/Greater Boston TEStl' Bruce Service Coordinater: Coordinator, Service
View/Print ISP Document W/

Demographic Information ISP Meeting Details ISP Deadlines
SEN: Planned Mesting Date: 12/07/2015 Meeting Deadline: 12/07/2015
Eligibility: Meeting Time; 10:00 AM Semi Annual Review Date: 06/04/2016
Meeting Location: _a Next ISP Meating Deadline: 12/06/2016

Update Year ISP

- Request Assessments

Status: Sent

dated On: 09/23/201%

Lnst Shared On: 09/23/2015

Cbjectives & Support Strategles ] Review Assessments

Status: Action Required

Punding Provic brnission: 3/4

Pending DDS Review: 2/4 Pending DDS Review: 1/4

@ No sction needed  Action needed @ Section complete @ Section overdue

2) Click on the assessment status of “Submitted for DDS Review” on the Assessments Review
Switchboard to review the assessment.

ISP Dashboard ISP Meeting Details  Vision  Request Ascessments | Review Assessments | Curment Supports 0 hallenges  Goals  Objectives  Modifications  View/Print 1S9
A Revi il d Update Year ISP
Expand Al | Collagan All
= Standardized Assessments
= 2 Document Delete
Assessment Service Category Provider Status Histo i il
- g - View Document > ]
3 3153 - Residential Habilitati N/A Not Start Duiete
Financial L dential Habilitation 1] ot Started Ty
Health and Dental 3153 - Residential Habilitation WA Mot Started prrs [ Datete |
3169 - Center-Based Work Dary/Employment W View Document | "poeg |
Safoty History B
3153 - Residential Habilitation | NfA Not Started Histary | Detete
Update HCR N/ N/ Aggess HOR LT NfA
= Additional Assessments
" . Document Delete
Assessment Sarvice Category Provider Status Histo s et
No assessments have been requested,
Comments
Please complete the assessments.

3) Review the assessment content, which will be in read-only mode, to determine whether or not
revisions need to be made. The assessment acceptance criteria is available at the bottom of the page
for reference when reviewing the assessment.
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ISP Dashbosrd ISP Mesting Details | Vison  Request Assessments | feview Assessments | CUrtent Supports - Safety/Risk  Legal/Finsncisl | Successes/Challenges | Goals  Objectives | Modifications  View/Print ISP
Back 1o Assessments Eavien Swichbsoard Update Year ISP
Safety Assessment Status: Submitted for DDS Review
(Provider One - Day/Employment)
upand all| Collapse Al
I — Part I - {(Evacuation)
Is this portion of Safety Assessment applicable?™ Yes
1.Can this per fely evacuate independently from his/her home in two and a half minutes or in timely
manner from day/work setting during an emergency?* “
2.Does the individual need assistance or supports to facilitate a safe and timely evacuation?™ No
3.0 yos, please doscribe, {e.g. vorbal promgts, physical assistance, adaptive equipment).
4.Can the individual recognize a fire or other emergency that signals danger and would require e
evacuation?™ !
5.Can the individual call 911 for help?® Yes
6.Can the individual call staff for help?* Yes
7.Can the Individual respond to a fire/evacuation alarm when asleep as well as when awake?* Yes
8.0f no, please describe assistance needed.
9.15 the individual ambulatory?* Yes
10.1f the individual s not ambulatory, can hefshe transfer independaently?™
11.If no, what type of assistance {e.g. 1 person transfer, 2 person transfer, hoyer lift) is needed?
12.Does the individual need assistance walking?* Ko
13.1f yes, please describe the assistance needed, i.e. Gait-belt, walker, staff guidance atc.
14.15 the individual hard of hearing?* Ko

Note: For standard assessments, each part of the assessment can be expanded or collapsed by clicking
on the + or — sign next to the heading for that part.

4) Service Coordinator selects “Yes” and/or “No” for the acceptance criteria. In order to return an
assessment for revision, at least one acceptance criteria must not be met and reflect at status of “No”.

= Acceptance Criteria

All Acceptance Criteria Met

Individualized: * Yos ¥ |
Includes Relevant Strengths and Needs: v_‘e,. w

Identifies Opportunities for Development ™ [Yes ~] I
Current:*

Complete:* Yes W

Comments:

Spell Check Resat Save Dalata

Request Revision Apprave

Note: If you are requesting a revision to a previously approved assessment, the Acceptance Criteria will
be pre-populated to “Yes” when the user accesses the assessment. In any other case, the steps for
requesting the revision and for revising the assessment are the same.
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I
| = Acceptance Criteria

All Acceptance Criteria Met
| Individualized:*

Includes Relevant Strengths and Needs:™

| Spedl Check Reset Save Dafete

Yoo W
Yes v
Yos v

No W

Request Revision Approve

Note: The assessment prompts are numbered in the system so the Service Coordinator can easily make
a reference to an answer that needs to be revised by the Provider.

Note: If you are requesting revision to a previously approved assessment, the “Approve” button will be

disabled.

5) Click “Request Revision” to notify the Provider Agency that revisions have been requested.

i = Acceptance Criteria

All Acceptance Criteria Met
| Individualized:*

Includes Relevant Strengths and Needs:™

Current:*
| Complete:™

| Comments:

| Spedl Check Reset Save Dafete

Yoo W
Yes v
Yos v
Mo v

Yes

Approve

Note: Other buttons are available on this screen. They are as follows:

e “Approve” The system will approve the assessment. See the “Reviewing and Approving an

Assessment by DDS Staff” section.

e “Save” The system will save the changes made to the assessment form.
o “Reset”: The system will revert back to what was last saved. In the event that there are no saved

data, “Reset” will clear the form.

o “Spell Check”: A proofreading tool that can be used prior to saving or sharing.

6) After clicking “Request Revision”, the system will update the Assessments Review Switchboard with
the information saved by the user and the status of the assessment will read “Revision Requested”.
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ISP Cashbcard ISP Meeting Details |~ Vison | Request Assessments | Review Asiessments | Current Supports | Safety/Risk  Legal/Financial Successes/Challenges  Goals  Objectives  Modifications  View/Print 15F

-~ 2 ot d Update Year ISP
Expand &1 | Collapse All
=) Standardized Assessments

Document Delete
H

Assessment Service Category Provider Status

Assessment]
View 114 T

Financial 3153 - Residential Habilitation N/A ot Started ‘
Hialth and Dental 3153 - Residential Habilitation N/A Not Started \'i“"“”?_‘;‘:;’“:"‘
- - I CLIT]
Sty 3169 - Center-Based Work Day/Employment History
3153 - Residential Habilitation A Mot Started : Delete
153 entlal Ha 1/l ot Sta History ! |
Update HCR /A NfA Ao HOR, N/ N/A

(=) Additional Assessments

Assessment Service Category Provider

No sssessments have been requested.
Comments

Please complete the assessments.

Note: The status for the assessment will read “Revision Requested” for both the Service Coordinator and
Provider in the Assessments Review Switchboard.

Next Steps

e Service Coordinators or Service Coordinator Supervisors can continue reviewing other
assessments.

e Providers will receive an alert to revise the assessments.

e Service Coordinators should follow the revision request process for any assessments that do
not meet the Acceptance Review Criteria.
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Reviewing and Revising an Assessment by Provider Staff

These steps must be completed by Providers. The Provider and Provider Supervisor can make revisions
to the assessment once the following criteria are met:

1) The individual is receiving one or more services that require an assessment to be completed
2) A Vision Statement has been created for the individual

3) The Service Coordinator or Service Coordinator Supervisor have requested the assessment
4) The Provider and/or Provider Supervisor have submitted the assessment

5) The Service Coordinator has requested revisions to the assessment

Scenario Description:
This scenario describes the steps required to review and revise an assessment by Provider Staff.

First Steps:
e Search for an individual
e View the Individual Dashboard

Roles and Responsibilities
e Provider: Reviews the acceptance criteria and updates the assessment accordingly.

e Provider Supervisor: Reviews the acceptance criteria, updates the assessment accordingly and
submits the revised assessment.

90 days 45 days 30 days 15 days 7 days Approval of
before 15P before 15P before 15P before ISP before ISP Plan in
mieeting mieting meeting meting ISP ISP Meeting MEDITECH
L e meeting
(O () |
“"T"‘I \.‘T_'_f |
Service Service Assessments AREBEEMENtS Service Service
Coordinators Coordinators due to due to Coordinators Coordinators
and Provider Provider Data Provider Data and Service
Data Entry Entry Users Entry Users Coordinator
Users and Provider and Provider Supervisors
Supervisors Supervisors
X - Alert

(,_!,} - Due Date

Part I: Revising an Assessment and Submitting for Internal Review

The below steps are completed by a Data Entry User

1) The Provider Data Entry User will receive an alert when revisions have been requested by Service

Coordinators. Click on the alert to navigate to the Assessment Review Switchboard.
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Health and Human Services Mass. /- :'./—l-.‘:

Reports | Alerts | Misc | TM Utilities | DPPC | Data Extracts | DR Utilities | IN Utilities | MT Utilities | SC Supanvisor Tool
Pending Alerts
Tools = Alerts = Pendin

@ Please be aware alerts will be i deleted on the alert {l 7 to 60 days). Consult the Process Management screens and Reports to manage all outstanding tasks.

ALERT SEARCH CRITERIA

Module: | Reciplent User: | V|
Subject:
(o=
Your search found multiple matches. Please select the desired Alert.
Search: | G
Select Date of Alert Alert Subject Alert Message
09/24/2015 Service Ci has revisions of

Service Coordinator has approved submitted proposed Oblectives

09/24/2015 and Support Strategios Proposed Objectives and Suppart St Jhes Name: ; ISP Meeting Date:
ol 05/24/2015 Service Coordinator has requested revision of proposed Objectives Toc od Objectlves and Su + Marie: . ISP Meeting Date:
= and Support Strategles e il i : e £
09/24/2015 ;";“:g;;:‘gf;“’@;sh“ requested revision of proposed Objectives g requested for proposed Objectives & Support Strategles: Name: ; ISP Maeating Date:
L1 00/23/2015 Provider Sup has revisions of for 15P MName: I5P Mesting Date:

2) From the Assessments Review Switchboard, click on the status of “Revision Requested” to review
the requested changes and update the assessment.

ISP Dashboard ISP Maeting Details | Vision | Assessments | Goals  Objectives | Modfications  View/Print 1S9

Assessments Review Switchboard Update Year ISP
Expand &1 | Collapse 41l
= Standardized Assessments

Status

Revision Reguestad

Histo
View Document

3169 - Center-Based Work Day/Employment

Safety

History
(= additional Assessments
o . Document
Assessment Service Category Provider Status i

No assessments have been requested,
Comments

Please complete the assessments,

The system will redirect to the acceptance criteria section of the assessment. The Data Entry User should
review the comments provided by the Service Coordinator prior to updating the assessment.

ISP Dashboard ISP Meeting Details  Vision Assessments Goals  Objectives Mod#ications View/Print ISP

Btk 1o Assessments Bevisn Snitchboard

Update Year ISP

Acceptance Criteria
{Provider One - Day/Employment) Acceptance Criteris v
Indhvidualized:* Yes
Includes Relevant Strengths and Needs: * Yes
s O ities for D " = Yo
Current:* No
Complete:* Yes
Comments:
Please refer to question 4

3) Provider can review the comments provided by the Service Coordinator and update the assessment
to address the comments by navigating to the appropriate section(s) of the assessment.
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ISP Dashbeard ISP Mbsting Detals  Vilon | Assessments | Goals  Objectives | Modfications  ViewPrint 158

Back to Assessments Beview Switchboard

Update Year

[Part 1 - (Evacustion)
i i Part 11 - (Community Safety Checklist)
Acceptance Criteria Part 111 - (Home Safaty Checklist)
{Provider One - Day/Employment) Accaptance Criteria
Individualized:* Yos
Includes Relevant Strengths and Needs:™ Yes
Identifies Opportunities for Development:* Yes
Current:* No
Complete:* Yes
Comments:
Please refer to question 4
ISP Dashboard ISP Meeting Details | Vison | assessmerts | Goals | Objectives  Modificalions | Wiew/Print 158
Back to Assessments, Reyien Sitchboan
Update Year ISP
Safety A PartI - (E ion)
(Provider One - Day/Employrent) Part I - (Evacustion) >
Is this portion of Safety Assessment applicable?™ Yes v
1.Can this person safely evacuste independently from hig/her home In two and a hall minutes or In tmely [Yes v
manner from day/work setting during an emergency?* -
2.Does the individual need assistance or supports to facilitate a safe and timely evacuation?” [No w

3.1f yes, please describe. {e.g. verbal prompts, physical assistance, adaptive equipment).

4.Can the Individual recognize a fire or other emergency that signals danger and would require evacustion?*]

5.Can the individual call 911 for help?*

5) Navigate to Part Ill and click “Submit for Internal Review”

79.Describe any other concemns that affect the individual's safety at homae:

Provider Supervisor Comments

Comments:

Safely assessment part three is applicable.

| Spei check | [ Reset |[ save | Saw&(an!lnuem

Note: Once the assessment has been submitted, the status of the assessment will change to “Submitted

for Internal Review” and the Provider Supervisor will receive an alert notifying them what type of
assessment has been submitted for their review.
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15F Dashboard ISP Meeting Details | Vison | Assessmerts | Goals | Objectives  Modificabions | View/Print 1P

A Revi il d Update Year ISP
Dxpand All | Collagse All
(=) Standardized Assessments

Assessment Service Category L Status Hi:t"‘
Safety 3169 - Center-Based Work Day/Employment Submitted For Internal Review V'-e”um“’-‘ b
(= Additional Assessments
z ; Document
Assessment Service Category Provider Status History

Mo assessments have been requested.
Comments

Please complete the assessmaents.

Part II: Reviewing an Assessment Submitted for Internal Review and Submitting to DDS
The below steps are completed by a Provider Supervisor.

1) Click on the link within the alert in order to access the individual’s Assessments Review Switchboard
and review the assessment submitted by the Provider.

Health and Human Services Mass. o /';i‘; s

Reports | Alerts | Misc | IM Utilities | DPPC | Data Extracts | DR Utilities | IN Utlities | MT Utilities | SC Suparvisor Tool
Pending Aberts
Taals > Alerts > Panding Aleris > Pending Alerts
@ Please be aware alerts will be deleted ing on the alert 7 to 60 days). Consult the Process Management screens and Reports to manage all outstanding tasks.
ALERT SEARCH CRITERIA
Module: | B Recipient User: | v
Subject:
e
Your search found multiple matches, Please select the desired Alert.
Saarch: | ] Show [ 10 W] entries
Select Date of Alert Alert Subject Alert Message
| 09/24/2015  Assessment(s) Submitted for Internal Review assmants Submittad for Jntamal z Type: Safoty Assessment; Name: Test,Bruce; Deadline to Submit Assessments to
1 09/24/2015 Service Coordinastor has requested revisions of Assessments I Reyislons. for 1SR ts: Type: Safety Assessment; Name: ISP Meeting Date: l
) : Service Coordinator has approved submitted proposed z : d
Ll 09/ 24/2015 Objectives and Support Strategies Proposed Objectives and Support Name: ; ISP Meeting Date:
= Service Coordinator has requested revision of ased : - 2 . o
] 00/24/2015 Ob’]‘;w it ;‘m;‘;‘::j’po':;“qa‘t"e:i; i Revisions requasted for proposed Objectives and Support Strategies: Name: 1 ISP Meeting Date:

2) To open the assessment, click the status of “Submitted for Internal Review.”

ISP Dashboard | ISP Meeting Details | Vision | Assessmerts | Goals | Objectives  Modifications.  Veew/Print 15F

= . a1 " Update Year ISP
Expand A1 | Collapse Al
(=) Standardized Assessments

Assessment Sarvice Category Provider Status D;T;m
Safety 3169 - Center-Based Work Day/Employment Mk Documais

= Additional Assessments

Decument

Assessment Service Category Provider Status History

No assessments have been requested.
Comments

Please complete the assessments.

Clicking “Submitted for Internal Review” will bring the Provider Supervisor to Page 1. The Provider
Supervisor can then review the assessment and make changes if necessary.

3) Click “Submit for DDS Review” to submit the revised assessment to the Service Coordinators.
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76.Stairs: * N/A v
77.Candles/Matches: = NIA w
TH.Has a House Key:* N w

79.Describe any other concerns that affect the indlvidual's safety at home:

Provider Supervisor Comments

Comments:

Request Internal Revision ||

Spell Check || Reset || Save Save & Continuelll | Submit for DDS Review

Note: Other buttons are available on this screen. They are as follows:

e “Approve” The system will approve the assessment. See the “Reviewing and Approving an
Assessment by DDS Staff” section.

e “Save”: The system will save the changes made to the assessment form.

e “Reset”: The system will revert back to what was last saved. In the event that there are no saved
data, “Reset” will clear the form.

e “Spell Check”: A proofreading tool that can be used prior to saving or sharing.

4) After clicking “Submit for DDS Review”, the system will update the Assessments Review Switchboard
with the information saved by the user and the status of the assessment will read “Submitted for DDS
Review.”

ISP Dashboard ISP Meeting Details | Vision ASsesEments Goals Cojectives  Modifications Wiew/Print 15P

I‘ A i itchk d Update Year ISP
[ Expand Al | Collapee All
I =) Standardized Assessments
Asaetsment Service Category Provider Status "‘
Safoty 3169 - Center-Based Work Day/Employment Submitted for DDS Review """"’U?b_‘;;‘l';'“"“
=/ Additional Assessments
Assessment Service Category Provider Status m:'a:unt
Mo assessments have been requested.
Comments
Please complete the assessments,

Next Steps

e Service Coordinators will receive an alert every Tuesday and Friday that will include a list of any
assessments submitted by Provider agencies. If no assessments have been submitted, the
Service Coordinator will not receive this alert.

e Service Coordinators and Service Coordinator Supervisors repeats this process if additional
revisions are required. If not, the approval process of an assessment can be followed.

e Providers will receive an alert when all submitted assessments have been approved by DDS.
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Deleting an Assessment by DDS Staff

DDS staff are able to delete an assessment if the following conditions have been met:
1) The individual is receiving one or more services that require an assessment to be completed
2) A \Vision Statement has been created for the individual and shared with Providers
3) The Service Coordinator or Service Coordinator Supervisor has requested the assessment
4) The assessment is in one of the following statuses: “Not Started”, “Submitted for DDS Review”,
“DDS Review Started”, and “Revision Requested”
5) The assessment is not a mandatory assessment

Note: The Service Coordinator will not be able to delete an assessment in status “Approved”. The Service
Coordinator will have to reach out to their Supervisor or Area Office Director to have the assessment
deleted.

Note: Assessments can be deleted by Service Coordinators if they are in any of the following statuses:
“Not started”, “Submitted for DDS Review,” “DDS Review Started” or “Revision Requested.”

Scenario Description:
This scenario describes the steps required to delete an Assessment by DDS Staff.

First Steps:
e Search for an individual
e View the Individual Dashboard

Roles and Responsibilities

e Service Coordinator: Notifies the Provider outside of HCSIS prior to deleting an assessment,
then selects and deletes the assessment (excluding approved or required assessments).

e Service Coordinator Supervisor: Notifies the Provider outside of HCSIS prior to deleting an
assessment, then selects and deletes the assessment (including approved assessments).

90 days 45 days 30 days 15 days 7 cays Approval of
before ISP before ISP before ISP before ISP before ISP Plan in

meeting meeting meeting mieeting I5P ISP Meeting MEDITECH
rmeEting

A A
+ + (1) () | *-
T T |

Assessments

Service Service Assessments Service Service
Coordinators Coordinators due to due to Coordinators Coordinators
and Provider Provider Data Prov L:r_tr Data and Service

Data Entry Entry Users Entry Users Coordinator
Users and Provider and Provider Supervisors
Supervisors

Supervisors

X - Alert
{,_!,:J - Due Date

1) Service Coordinator selects “Review Assessments” from the individual’s ISP Dashboard or on the
“Review Assessments” tab.
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ISP Dashboard | ISP Mecting Details | Vision  Request qumnls' Beview Assessments I Current Supports i1 Legal

hallenges | Goals | Obgectives  Modfications  ViewyPring 159

b b Expand this section to see ISP timeline
(4
Region/Area Office: Metro/Greater Boston

Demaographic Information

Eligibsility:

Test, Bruce
View/Print 15P Document W/

Planned Meeting Date: 12/07/2015

Service Coordinator: Coordinator, Service

1SP Deadlines
Meeting Deadline: 12/07/2015

Last Updated On: 09/23/2015

Maeting Time: 10:00 AM Semi Annual Review Date: 06/04/2016
Meeting Location: B Next ISP Meeting Deadline; 12/06/2016
Update Year ISP
- Visien Goals

- Reguest Assessments

Review Assessments

Status: Action Re

@ No action needed | Action needed @ Section complete @ Section averdue

2) Click on the “Delete” button for the assessment that needs to be deleted from the HCSIS system.

3169 - Center-Based Wark

Day/Employment

ISP Dashbcard | ISP Meeting Dotails | Viskn  Requost Assessments | fleview Assessments | Current Supparts Leg Challenges | Goals  Objectives | Modifications  View/Print ISP
A Update Year ISP
Expand &1 | Collapse All
= standardized Assessments
Assessmeant Service Category Provider Status

Mot Started

Financial
3153 - Resldential Habilitation N/A Mot Started
o — View Document
Health and Dental 3153 - Residential Habilltation NfA Mot Started > Detete |
3169 - Center-Based Work Day/Employment Submitted for DDS Review | LtDoOUmEt | [op, ]
Safety pbe Histery —
3153 - Residential Habilitation NfA Not Startad V'L"“r-m:‘;“‘“‘ | Deete
Update HCR /A A Access HOR N/A NfA
= Additional Assessments
- A Documeant Delete
Assessment Service Category Provider Histo A *
Mo assessments have been requestad.

Comments

Please complete the assessments.

Service Coordinators can delete assessments in “Not Started”, “Submitted for DDS Review”, “DDS
Review Started” and “Revision Requested” statuses. Service Coordinator Supervisor and Area Office
Director Data Entry Role can delete assessments in all statues the Service Coordinator can delete as well
as “Approved” status.

Note: Required assessments cannot be deleted from HCSIS. If an assessment for a bundled service
is deleted, the assessment for all the bundled services is deleted.

Note: The Service Coordinator needs to notify the Provider offline before deleting an assessment.

3) Select “Yes” from the confirmation pop-up that is displayed upon clicking “Delete”.
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159 Dashboard ISP Menting Datads | Vision | Request ASsesinents | Rewew Assessmerts | Cumend Supports | Safety/Risk  LegalFinancial | Swcoesses/Challenges | Goals | Objectives | Modicabions  View/Print 158

Assessments Review Switchboard Update Year ISP
Expansd All | Collagse All

= Standardized Assessments

3169 - Center-Based Work Not Started - 1 Delete

IR 3153 - Residential Habilltation Sopfination [isseaos : Wot Started me“.lﬂ';_if:"?om | elete
Health and Dental 3153 - Residential Habilitation R ) Mot Started Vlr'vy_”r;rigll;nr'nt Delete
3160 - Center-Based Work alli] fuliiud Submittes] for DDS Review Vi“%g;ﬁ“”'“ Delete

i 3153 - Residential Habilitation A : Nat Started wlmﬂi‘ll;\ri{'l 1t [ palate
Ugclate HCR A NFA Access HCR T NJA

= Additional Assessments

Assessment Service Categary Provikher Status it S

Na assessments hive been requestad

Comments

Please complete the assessments.

Note: The assessment will be permanently deleted from the system.

4) After clicking “Yes”, the system will delete the assessment and update the Assessments Review
Switchboard. The system will also display a message reading “Operation Successful.”

Operation Successful.

ISP Dashbosrd ISP Meeting Detalls  Vison  Request Assessments | Review Assessments | Current Supports g0l i P Goals  Objectves  Modifications  View/Print 15P

A t: i itchlk d Update Year ISP
Expandall | Collapse &1
(=) standardized Assessments

Assessment Service Category Provider Status D:';::":em
Financial 3153 - Residential Habilitation NfA | Mot Started Hisk
Health and Dental 3153 - Residential Habilitation NfA Mot Started Vl‘:“‘“m:‘;"‘:“‘
3169 - Conter-Based Work Day/Employment Subsmitted for DDS Review Miger Documgnt
Safaty Higtory
3153 - Residential Habilitation NfA Mot Started e
Update HCR NfA NfA Acoess HCR NfA
(= additional Assessments
= = Document Delete
Assessment Service Category Provider Status History A R
Mo assessments have been requested,
Comments

Please complete the assessments.

Note: The Assessment can also be deleted by opening the assessment, reviewing the details and
clicking on the “Delete” button available at the bottom of the assessment form:

z

77. Candles/Matches: = /A

=

78. Has a House Key:* /A
79. Describe any other concerns that affect the individual's safety at home:

(= Acceptance Criteria
All Acceptance Criteria Met
Individualized: ™ Yes
Includes Relevant Strengths and Needs:= Ye!
Identifies Opportunities for Development:* Ye!

Current:* Ye:

«
A
LMREINEIREINES

Complete:™ Yes

Comments:

| |
Soacoe | [
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Once the Service Coordinator confirms the deletion of an assessment, the document will be permanently
deleted from HCSIS.

Next Steps

e Service Coordinators, Service Coordinator Supervisors, Providers and Provider
Supervisors will no longer be able to locate the deleted assessment.

e |Ifthe Service Coordinator would like to request an assessment that was previously deleted,
they will have to go to the “Request Assessments” page and follow the same steps they would
have to take for requesting a new assessment.

HCSIS ISP Module Page 47



ISP Assessments User Guide

HCSIS ISP Module Page 48



	Assessments
	Requesting Assessments by DDS Staff
	Completing an Assessment by Provider Staff
	Completing a Health and Dental Assessment by Provider Staff
	Reviewing and Approving an Assessment by DDS Staff
	Reviewing and Requesting Revision of an Assessment by DDS Staff
	Reviewing and Revising an Assessment by Provider Staff
	Deleting an Assessment by DDS Staff


