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Other ISP Components

To complete the full ISP Document in HCSIS, Service Coordinators and Service Coordinator Supervisors
will be responsible for completing the four additional sections of the ISP document in the module. These
include the following:

Current Supports

Safety and Risk
Legal/Benefit/Financial Status
Successes and Challenges

Clipboard Functionality

The Clipboard functionality is available to reduce the amount of time it takes for Service Coordinators and
Service Coordinator Supervisors to complete the Additional ISP Components. The Clipboard, which is
available for the Current Supports, Safety and Risk, and Legal/Benefit/Financial Status screens, will pull
relevant information from requested assessments that the Service Coordinator can utilize to complete
sections of the ISP Components. The content of the Clipboard will change based on the section of the
ISP that the Service Coordinator or Service Coordinator Supervisor is working on. The clipboard content
will draw from the various sources outlined in the table below. The user will also be able to access select
assessments and utilize information from them. The links to assessments listed below will be active only if
the assessments are in a status the Service Coordinator has access to.

ISP Component Source for Clipboard Content Links to Assessments Available
for

Health Care Record and Health & Safety, Financial, and Health &
Current Supports

Dental Assessments Dental Assessments
Safety and Risk N/A — No information is pulled Safety Assessments
Financial/ Legal/ Benefit Status N/A — No information is pulled Financial Assessments
Successes and Challenges N/A — No information is pulled N/A — No links to assessments

Note: The source for clipboard content includes current assessments from the most recent ISP plan. No
historical records of assessments are available in the clipboard. This is true for both a Full Year and
Update Year.

Note: To prevent a loss of information for Service Coordinators and Service Coordinator Supervisors,
Auto Save functionality is available when completing the Other ISP Components sections. Auto Save is
implemented Other ISP Components, as well as for Vision, due to the large text boxes and detailed
information input into these fields. Auto Save will run after 15 minutes of inactivity. This feature saves
documentation automatically to reduce the risk or impact of data loss in the event that the system logs the
user out of HCSIS or the computer shuts down. Auto Saved information will be stored temporarily; upon
returning to the page the user must click “Save” or “Save and Close” to permanently save the information.
In the situation that the user does not want to save the recovered information the user can select “Reset”
to delete the information. Auto Save does not apply for any screens other than the Other ISP
Components or Vision Statement.
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Completing Other ISP Components by DDS Staff in a Full Year

Scenario Description
The Service Coordinator or Service Coordinator Supervisor is responsible for completing the four
additional sections within the ISP module in order for the full ISP to be completed in HCSIS. The

components can be completed beginning after the ISP Plan Selection is made.

90 days 45 days 30 days 15 days 7 ays Approval of
before ISP before 159 before ISP before ISP before ISP Flan in
meeting meting meeting EEling I‘_'\Pj 5P Meeting MEDITECH
i " meeting |
(Y () |
N ~ |
Service Service Assessments AssEsSMANts Service Service
Coordinators Coordinators due to due to Coardinators Coordinators
and Provider Provider Data Provider Data and Service
Data Entry Entry Users Entry Users Coordinator
Uszers and Provider and Provider Supervisors
5 - Supervisors

* - Alert
(,L) - Due Date

First Steps:

The user searches for an individual
The user views the Individual Dashboard

Roles and Responsibilities:

e Service Coordinators: Can create, edit, and save content
e Service Coordinator Supervisors: Can create, edit, and save content

Part I: Completing Current Supports

1) Click the “Other ISP Components” from the Individual's Dashboard or click on the “Current Supports”
tab.
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Health and Human Services

Review Process | Reports |
Search Results | ISP Dashboard | Progress Summary
1SP > Individual Search » ISP Dashbaard P—
15P Dashbioard | ISP Meeting Details | Vislon  Request Assessments | Review Assessme Current Supports gl Gosls | Ob] Viev/Print 158
¥ Expand this section to see ISP timeline
L
Region/Area Office: Melre/Greater Boston Tesh’ Bruce = Service Coordinator: Coordinator, Service
View/Print ISP Document | W
Demographic Information ISP Meeting Details ISP Deadlines
55N Planned Meeting Date: 12/07/2015 Meeting Deadline: 12/07/2015
Ellgibility: Meeting Time: 10:00 AM Semi Annual Review Date: 06/04/2016
Meeting Locatlion: -0 Next ISP Meeting Deadline: 12/06/2016
Full Year ISP
L J Vision =1 L J Request Aszessmants
Stat
La: Last Updated On: 08/21/2014 Sent On:
Last Shared On: 09/22/2015 Last Updated On:
[ ] Objectives & Suppert Strategies 2 L ] Review Assessmants

Status: Awalting Submission

Status: Pending Request

Due Date: 11/22/2015
Pending Pros

o S

ast Updat E
ast Updated On

Pending DDS Rev

DS Review: 0

@ o action needed

Action needed @ Section complete @ Section overdue
The module redirects the Service Coordinator to the Individual's “Current Supports” page.

2) Expand the clipboard for Current Supports. The clipboard contains links to the Safety, Financial, and

Health and Dental Assessments. Click the PDF icon to open the desired Assessment in a pop-up
window.

HOME | QM | PAM | 159 | ADMIN | TOOLS

individual Search | Review Process b | Reports |
[Fearch Results | ISP Dashboard | Progress rumrnarv -

Individual Search » 15P Dashboard - Cu
Individual Eligibllity = |

Plannad Meeting Date ISP Meeting Deadline Reglon - Matro Service Coordinator
1ast, Bruce 55N # . 12/07/3013 12/07/2015% Area Uffice - Greater Boston

Coordinator, Service
1SP Daghboard | 159 Meeting Details  Visicn

Request Assessments | Review Assessments | Current Supports

Goals | Objectives | Modifications  View/Frint ISP

Current Supports (Services, Scttings, and People)

Full Year ISP
Eapand A1) | Collacse AL
= Home/ Community: £
[eouce bves ot

he shares the home with
|three cther residents. Bruce has his own bedroom and is independent in his se¥f-care skills. Bruce helps with chores.

|aruund the Ilwu He m alile to du senple coukmg Lasks. He'd ke Lo expar his skalls by planming snd cooking a full

|meeal. Bruce d two of his igns with staff ing and is working an developing the skills to be
{fulty mdepmmnr

= Employment f Day: @

[P infurmation recorded in HESLS for this section,

L
=) Health and Dental:

[N information recorded in MCSLS For this section.

= Medications: € I

Note: Values from the past ISP are recalled along with any updates entered during the past update year
and are displayed in the same text box. The character limit for all text boxes will remain the same, and
HCSIS ISP Module
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recalled information will not be truncated. The user has to ensure that information does not exceed the
allowed character limit in order to save changes. If there was no information entered in a previous plan to
recall, the system will display, “No information recorded in HCSIS for this section” in the applicable text
box and it will be editable.

womi | gm | paw | 15 | AnMin | 10015

Individual Search | Review Process
Search Results | ISP Dashiboard | Progress
15p dual Saarch ashboard
Eligibility ®
55N &

Individual
Test, Bruce

Planned Meeting Date ISP Meeting Deadline
12/07 /2015 12/07 /3015

15P Dashboard 15P Meeting Detads Wision Request Assessments Review Assessments Current Supports Salety/Rusk Legal/Finanusl Sucy

Current Supports (Services, Settings, and People)

B Health and Dental

Expand all | Coflapse 21

- Subirtted for DOS Review L]

=) Home f Community: @

|Bruce Bves sz he shares the home with B rinancial
|three other ressdents. Bruce hos his own bedroom and is independent in his self-care skills. Bruce helps with chores .
|aruund the house, He s sble to do smple couking Lasks, He'd ke Lo expand his skills by plarmng and coaking & full - Bt Flaited [T
meal. Brove sell-medicates two of his medications with stafl munitoring snd is working on develuging the skills to be ot Sty LA

independent.
8 satery

Mot Srorted W
- Mot tarted L

=) employment/Day: €
Mo informaticn recarded in HCSES for this section,

= Health and Dental:

Hn information secarded in HCSIS for this section,

3) Click “Open” to view the file.

Do you want to open or save (145 KB) from " o
© Medications: m Save |v | Cancel

Note: The popup window may look different depending on your browser.

The assessment is displayed.
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The (Commonuealth of Massachuserts

Department of Developmental Services

(%3]

Date Printed: 10,2972

0
Status: Submitted for DDS Review

Individual's Name: Test, Bruce

Date of Meeting:
Submitted to DD S by:

Agency Responsible:

Health and Dental Assessment

(Full Year)

1: Individual's Name: Test, Bruce

2. Date of Birth:

3. Height:

4. Date Height Recorded: 09/09/2015

5. Weight (lbs):

6. Date Weight Recorded: 09/09/2015

7. Identify any current medical problems, diagnoses, treatments and medications:(All diagnoses must
be supported by documentation from a licensed and qualified medical and/or mental health
professional.DO NOT include HIV diagnosis and medications used to treat HIV. Attach any relevant
protocols including but not limited to Seizure, Dining, PICA.)
Standing Orders/ PRN Medications - N/A

8. Are there any emerging medical issues? Mo

Note: With the Assessment open, you can view, reference, or copy and paste information directly from
the Assessment into the fields in HCSIS for Current Supports.

4) Complete the Current Supports section by editing recalled information, referencing or copying
information from the clipboard or assessments, or adding additional information.
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s | g | pam | 1 | Aoen | toons

Individual Search | Review Process | Reports |
v ary

Individual " ; Plannad Meeting Date ISP Meeting Deadline
Teesl, Brucs: 55N # 12/07/2015 12/07 /2015 |

19P Dasbboard | 159 Merbing Detardy | Visan | Requedl Axesamenls  Review Adacasments | Current Supports | Salely/Risk  Legol/Fmancal  Suce

= allergivs{from Health Gane Record)

Adaptive Equipment/ Assistive Technology

Current Supports (Services, Settings, and People)

Ezpacd A | Sollagss Al | Clinical
(=) Home/C o | JT S ——
| Brusve hves at - he shares the hiome with

thwee olher residents, Bruce has s own bedrvom and s independent in het sell-care shills, Bruce helps with chores
{around the house. Me is able to do simple cooking tasks. He'd fike to expand his skills by planning and cooking
meal. Bruce seif- medicates two of his medications with staff manitoring and i working on developing the skills 1o be
|Fully independent.

(=) Employment/Day: @
Ma infarmatian reeerded in HCSIS far this section. |

Note: Clipboard tabs are readily available to copy and paste information into the current supports section
without going into the assessment. To copy and paste from the clipboard expand the section you would
like to pull information from. Highlight the information in that section of the clipboard and paste the
information into the relevant text box.

5) Inthe event that the user is inactive and the screen goes idle for 15 minutes, Auto Save will run. Auto
save will temporarily save the information while the user is idle.

Individual
Test, Brucs

Sarvice Coardinator
Coordinator, Service

Eligibility # | Planned Masting Date | 1SP Masting Deadline |
H

SSM # By T FEYrt vy s
Informaticn present on the screen has bean auto saved on 10/30/ 2015 02:05:23 EST

ISP Dashtoard | ISP Medting Détils | Wisan | REquest ASESSMENLS | Review ASSESSMENls | Curent Supports aitely Bk Challenges = Gonli | Objetrees | MoGfCMORE | Vs Pring 1S9

‘Current Supports (Services, Settings, and People) Full Year ISP
Exgans AN | Colisss A

= Home/ Community:

Bruce Iees ol P shanes Lhie hosme ety
Erres otter ressdents, Bruce s his cen badronm and 15, indeprndent in his sef_care slls, bruce Baps. mh choves
arousd the houwe, 14 o s 1 8o smgple cocking tasks. He'd ko o mpand his skils by planning and cockng & full mel
Biruce self-rmedicatis two of his medicabions: with sta¥ monitorning and is morking on dewsloping he skils o be luly
independent.

=) Employment/Day: )
Mo irdormation. necorded in HCEIS Tor this sechon

6) Ata later time, if you return to the Current Supports tab, the screen will load the auto-saved
information and a message will display that prompts you to determine which text to retain — the auto-
saved information or the previously saved information.
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Individual
Test, Bruce

Eligibility i‘ I Planned Meeting Date ISP Meeting Deadline Region - Metro
SEN # - | 12/07/2015 12/07/2015 Arwa Office - Graater Roston

Infarmation was Auto Saved on 10/30/ 2015 02:05:23 EST and is displayed on the screen.

Click Resat to remova the auto saved information or click on Save to retain the au_lo sawed information,

ISP Dastboard | ISP Hesting Detadils  Vison  Reguest Assessments | Review Assessments

Service Coordinator
Coordinatar, Secvice

Carrent Supports d Legal AChalerges (=20 Otrectives Modfcations View/Print (5P
Current Supports (Services, Settings, and People) Full Year ISP

Expand AB | Collapas A1

=) Homa /Community:

Bruce ves at . e shawes 1 In.'nvﬂ: whh E
thiees other resudemts. Bruoe n.nn\ s bsckrneemy e 16 |-<||=< euiret a1 hes 6HT-care siis, ruce helprs i cha

sround the houss, He ax b

Drucn self-medcates two of ru medication with salf maonty m.qmu s working e dewiapang the wlis 1n be fuby

ndeperdent

= Employment/Day:

Fiih IAOITRATIEN, MECOTdiS N HESIS Fof S Seme.

Note: An infotip displays next to the fields in which autosaved information has been loaded. Click the icon

to the display and compare the text that was last saved by the Service Coordinator to the autosaved
information.

Individual Eligibility # Planned Meeting Date 15F Meeting Deadline Region - Metro
Test, Bruce SEN # 1207/ 2015 12/07 /2015

Service Coondinator
Area Office - Greater Boston Coardinator, Service
Information was Aute Saved on 10/30/2015 02:05:23 EST and is displayed on the scréan.

Click Reset to remove the auto saved information or dlick on Save to retain the auto saved information.

ISP Dashboard | BSP Mesthing Detals | WSon | Rlegesl AGMESTENE | HEviEn AGESETESLS ot Supporty | Saletyisk | Ligal/Financi Swresses Ohalienges | Ooals bjemves | MoSHons | ‘eainnt 1S5E
Current Supports (Services, Settings, and People) Full Year ISP
Expard &) | Solicse 81|

ved By Coardinator, Service On 972472015 1:1502 PM

=) Hame Comassnity: {3

Bruce lives at

cther residents. By s s gven bedrnom and s
5. HE 15 BlHE 03 00 SMHE Cooking tasks. Hed |

e caces, two of his PO with SUMY somit

+. b shares. the home with n—n-e|:|
salce-w:un wand the

= Cmployment {Day:

W informratian rédoroed if HESES for Mhis Mbomon.

Note: Any information that is entered after auto save has run, in between the 15 minutes before the auto

save runs again, will not be recovered. Additionally in the user does not want to save the recovered
information click “reset”.

7) Toremove the auto saved information, click “Reset.” To retain the auto saved information and delete
the manually entered information, click “Save”.

(=) Clinical: @)

Mo information recorded in MCSIS for this section,

Can this information be considered complete? Mo '

Spell umhl Reset | Save I Save & Cantinue
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8) After entering text into the Current Supports fields, scroll to the bottom of the page. Answer the
guestion “Can this information be considered complete?” by selecting “Yes” or “No”.

=) Adaptive Equipment/ ive Technology: €

[[Soed check | [-Resat | [ Save Sava B Continug

Note: “No” will be pre-selected. As long as the answer to this prompt is “No”, the Current Supports
section will print with a “Draft” watermark.

If you have finished working on the section, selecting “Yes” will change the status of the component to
“Completed by Service Coordinator” on the Dashboard, View/Print Screen, and RPMS. Service
Coordinators and those with DDS read-only roles will be able to view and print this component without a
draft watermark.

If you have not finished working on the section, keeping the pre-selected answer “No” and clicking
“Save” or “Save & Continue” will change the status of the component to “Started” on the Dashboard,
View/Print Screen, and RPMS. Service Coordinators can print the ISP component with a draft watermark;
however, read only roles will not have access to view and print.

You must click “Save” or “Save & Continue” in order for information to be saved on the ISP
screens. If you do not click “Save” or “Save & Continue,” data entered will be lost, as data is not saved
automatically in HCSIS. If you do not save the information on the screen, then the status of the
component will remain “Not Started” on the Dashboard, View/Print Screen, and RPMS. When navigating
from one ISP component tab to another, please remember to save your work.

9) Click “Save & Continue” to move to the next section.

Clicking “Save” will bring the user back to the Dashboard. Clicking “Save & Continue” will bring the
user to the Safety/Risk section.

=) Adaptive Equipment/ ive Technology: €

[ Soeiichack | [ Resat | [ Save

Part II: Completing Safety and Risk

1) Since the user has selected “Save & Continue” the user is brought directly to the Safety/Risk page.
The user can also navigate to Safety/Risk by clicking the Safety/Risk tab.
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15 Dashboard | 15F Meeting Details | Vision | Request Assessments | Roview Assessments  Current Supports | Safety/®isk | LegallFinancial | Successes/Challenges | Goals | Objectives  Modifications  View/Print 159

safety and Risk Full Year ISP

Expand Al | Collsose Al
=) safety: (b

|tndividual is able to evacuate both his hame and wark place independently within 2 1/2 minites. He has goad home
aned consmurty nafety dolle, Al pracect, he doss nok use the claus without st precsnt.

=) Home Alone Authorization:

I3 Individual authorized to be home alone?
Coamments:

[We information recerded in MLSIS for this section,

|
=) risk: @

[Ho indnematian recorded in HCSIS for this section,

Link to Assessments =]

2) Expand the clipboard for Safety/Risk. The clipboard contains links to the Safety Assessments. Click
the icon to open the Assessment in a pop-up window.

Health and Human Services

o o O T ClEntaty
||individusl Search | Review Process Mansssswsnt | Reports | References St il
Sparch Results | ISP Dashboarg! Progress Summary
Eligitsilir Plannad Masting Date I8P Mapating Daadling
BEN & 03/ 15/2015 O3/ 15/2015

ISP Dashbosed | 157 Mesting Detsils | Webon | Resusst Assessments

Review Assessmants | CumentSwppoms | SafsteRick | LensbFinancal | Swccesses/Chy

Safety and Risk

Expeosd A1 | Collapse Al

=) satety: @

Etefvetii ol i Bl 10 evatulte Bath his hishe 8nd mork place isdepesdaitly within 2 172 Walvtés, He has Jaod bt snd ;1
commisrety safety shills, A1 present, b S0es nol use the 12 wihiet SN present.

=) Home Alone Authorlzation:
15 individual authorized to be home alone? ves 3
Comemants
lea irdormation recerded i HCSLS far this sachan, =

Note: Values from the past ISP are recalled along with any updates entered during the past update year
and are displayed in the same text box. The character limit for all text boxes will remain the same, and
recalled information will not be truncated. The user has to ensure that information does not exceed the
allowed character limit in order to save changes. If there was no information entered in a previous plan to

recall, the system will display, “No information recorded in HCSIS for this section” in the applicable text
box and it will be editable.

3) Click “Open” to download the file.
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Health and Human Services e
WOHE | Q4 | PAH | 158 | ABHIN | TOOLE = safuty
Sﬂwﬂlﬁ' H::;d.l zsmhnﬁhw[w ameet | Raparts | Fafirences  Approved =
Safety and Risk
[o you mant 1o opes o save this fin?
Expard &3 | Colapse All Moo ¥
= gatety: 3‘ Fype didobe Acrcbat Dooument, 30,83
Hebe e LR e e L e e L e e o
) teen sen | [ conea |
a “:*gg.:uwa_wuzﬁuw.
=] Home Alone Authorization:
1= individual sutharized to be hame alone? m
[Wea informetian recerded i HCGIS for tis secuen =
=
Note: The popup window may look different depending on your browser.
The assessment is displayed.
Department of Developmental Services
Date Printed: 1072972015
Status: Approved
Individual's Name:
Date: 09/09%72015
Submitted to DDS by:
Agency Responsible:
Safety Assessment
(Full Year)
Part | - (Evacuation)
1 Can this person safely evacuate independently from his/her home in two and | Yes
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 N/A
timely evacuation?
3 If yes, please describe. (e.g. verbal prompts, physical assistance, adaptive equipment).
4. Can the individual recognize a fire or other emergency that signals danger Yes
and would require evacuation?
5. Can the individual call 911 for help? Yes
G. Can the individual call staff for help? Yes
T. Can the individual respond to a fire/evacuation alarm when asleep as well as | N/A
when awake?
HCSIS ISP Module Page 11
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Note: With the Assessment open, you can view, reference, or copy and paste information directly from
the Assessment into the fields in HCSIS for Current Supports.

15 Dashboard | 15F Meeting Details | Vision | Request Assessments | Roview Assessments  Current Supports | Safety/®isk | LegallFinancial | Successes/Challenges | Goals | Objectives  Modifications  View/Print 159

Safely and Risk

Full Year ISP
Lpand A | Gellsose A

|tndividual is able to evacuate both his home and work place independently within 2 1/2 manutes. He has good home
|and enmmanity safnty skills. At present, he does ok use the stave witheart seaff pressent.

! Home Alone Authorization:

15 individual authorized to be home alone?
Comments:

[Ne information recerded in HCSIS for this secton, =1

1
=) Risk: (&

[No infoemanian reenrded in KCSIS tor thus sectan. ol

4) Complete Safety/Risk section by editing recalled information, referencing or copying information from

the clipboard or assessments, or adding additional information (Remove the “No information recorded
in HCSIS for this section”).

Note: Auto Save will run after 15 minutes of inactivity. Information will be temporarily saved for Safety and
Risk section to avoid losing data. The steps are the same as describe for the Current Supports section.

5) After entering text into the Safety/Risk fields, scroll to the bottom of the page. Answer the question
“Can this information be considered complete?” by selecting “Yes” or “No”.

=/ Home Alone Authorization:
1s indhvidual authorized to be home alone? a5
|
= Risk:
ndividiasl presen ts Mo 13 + 1o h h
unl: s information be considered complete? Yes * l
Spell Check | | Reset | | Save Save & Continue

Please note that “No” will be pre-selected.

If you have finished working on the section, selecting “Yes” will change the status of the component to
“Completed by Service Coordinator” on the Dashboard, View/Print Screen, and RPMS. Service

Coordinators and those with read-only roles will be able to view and print this component without a draft
watermark.

HCSIS ISP Module
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If you have not finished working on the section, keeping the pre-selected answer “No” and clicking
“Save” or “Save & Continue” will change the status of the component to “Started” on the Dashboard,
View/Print Screen, and RPMS. Service Coordinators can print the ISP component with a draft watermark;
however, read only roles will not have access to view and print.

You must click “Save” or “Save & Continue” in order for information to be saved on the ISP
screens. If you do not click “Save” or “Save & Continue,” data entered will be lost, as data is not saved
automatically in HCSIS. If you do not save the information on the screen, then the status of the
component will remain “Not Started” on the Dashboard, View/Print Screen, and RPMS. When navigating
from one ISP component tab to another, please remember to save your work.

6) Click “Save & Continue” to move to the next section.

Clicking “Save” will bring the user back to the Dashboard. Clicking “Save & Continue” will bring the
user to the Legal/Benefit/Financial section.

=) Home Alone Authorization:

worized to be home alone? Yes *

Can this infermation be considered complete? Vs ¥
Spell Check | | Reset || Save I Save & Continue Link ta Assessments B

Part Ill: Completing Legal/Benefit/Financial Status

1) Since the user has selected “Save & Continue” the user is brought directly to the
Legal/Benefit/Financial page. The user can also navigate to Legal/Benefit/Financial by clicking the
Legal/Financial tab.

15P Cashboard ISP Meetng Delals Vieson Reyuest Assessmenty Review Assessments Current Supporls Salety/Rusk Legal/Finamcial Sucuessew/ Challengus. Guals Obyectives. Huddicatons View/Pril ISP

Legal/Benefit/Financial Status Full Year ISP

Expand 4| Collagse &5
= Legal

Ricei Class Member:

Competent: [ e
Adjudicatied Not Competent:

Clinical Team Review Recommended:
Guardian(s) Name(s): @
Conservator Name:

Rogers' Monitor{s) Nama(s):

Health Care Agent Name: §§

Alt. Health Care Agent Mame:

Power of Attornay Name:

Link to Assessments

Lenal i
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Note: Values from the past ISP are recalled along with any updates entered during the past update year
and are displayed in the same text box or drop down. The character limit for all text boxes will remain the
same, and recalled information will not be truncated. The user has to ensure that information does not
exceed the allowed character limit in order to save changes. If there was no information entered in a
previous plan to recall, the system will display, “Data for one or more elements for this section was not
recorded in HCSIS” will appear in each text box and will be editable.” in the applicable Comments box.
For example, if a value for “Competent” has not been recorded in last year’s plan, the above message will
be displayed in the Legal Comments text box below any recalled comments. In order to enter the missing
information, the Service Coordinator must delete the message and then type or copy and paste the
information from last year's approved ISP or select the appropriate value from the drop down.

Note: On a Full Year, Ricci Class member and Guardian Name information is populated from
MEDITECH. The guardian name is pulled from the Demographics screen in MEDITECH. In case of
multiple guardians, this field will display all guardian names. (For additional information please refer to the
MEDITECH ISP Workflow quick guide on the reference page) On an Update Year, Ricci Class member
and Guardian Name information is populated from last year’s ISP.

ISP Dashboard | ISP Me: Review Assessments | Current Supports | Safety/Risk | Legal/financial | Successes/Challenges  Gosls | Objectives | Modifications  View/Prink 159

Legal/Benefit/Financial Status Full Year ISP
Expand Al Collacze AN
= Legal
Ricei Class Membar: I Mo
Compatent: Yes v
Adjudicated Not Competent: Ho v
Clinical Team Review Recommended: [
Guardian(s) Nama(s): §} I

Conservator Name:

Rogers' Monitor{s) Name(s):

Health Care Agent Name: B
Alt. Health Care Agent Name:

Powar of Attorney Namae:

1 enal O n Link to Assessments B

Note: Certain fields on the Legal/Financial/Benefit sections are prepopulated from the financial
assessment of the individual, if the individual has only one financial assessment requested in the system.
If the individual has multiple financial assessments, a message that reads “Please note: Refer to the
multiple financial assessments of the individual to complete this section” is displayed.

2) Expand the clipboard for Legal/Benefit/Financial Status. The clipboard contains links to the Financial
Assessment.
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ISP Dashboard | ISP Meeting Detads  Vision | Request Assessments  Review Assessments  Current Supports ety sk gal/Fi hallenges | Gosls | Objectives  Modifications  View/Print 159

Legal/Benefit/Financial Status Full Year ISP

Ricci Class Membar:

Compatent:

Adjudicated Not Competent:

Clinical Team Review Recommended: =

Guardian(s) Nama(s): §}

Congervator Name:

Rogers' Monitor(s) Name(s):

Health Care Agent Name: @}

Alt. Health Care Agent Name:

Power of Attorney Namae:

Lanal (i)

3) Click the icon to open the Assessment in a pop-up window.

Health and Human Services

[ wowiE [ g [ Pas | 150 [ ABwis [ Toous

Approwad

Individual Search | Review Process Manamesmant _I| @snacte | Roferences
[Soarch Rosults | ISP Dashboard | Progress Summary

3/ 0
ase Note: Responses are different with respect to Financlal Assessm,

15P Crashboard ISP Mesbrig Detads | Visien | Request Assessmants | Beview Assessmants | Current Supports  Sefety/Rak | LegalFeanca Succaunanc

Legal /Benefit/Financial Status

Exgand &I} Colaose 8)
= Legal

Ric<i Class Member:
Competent: m
Adjudicated Mot Competent:

Chrical Team Review Recommernded:

Guardian(s) Nae(s)y: I

Conservator Hame:

Fogers' Monitor(s) Nam(s)

5

Healih Care agent Mame: )

Alt. Halth Carg Agent Name: I

4) Click “Open” to download the file.

15P Cughbosrd | ISP Mesting Detsle | Vitisn | Reguest Atpepsmants | Beview Atpepsmants
Legal /Benefit/Financial Stamus Dn you mank In opes or sive this bl ?
Esgand ANl Colapse 81| . M

T Bdobe Acrobat Document, 27,608
S Legal o

Ficci Class Member:

Comperent: |

adudicated Mot Campetent:

@ - St a1
e &
it g e o

Chrecal Team Review Recommended:

Guardian(s) Hame(s): @

Conservator Mame

Rogers' Manitor(s) Name(g):

Healih Care dgent Name: @

T T

AL, Health Care Agent Namea:
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Note: The popup window may look different depending on your browser.

The Assessment will open.

Tte Commonwealtt of Massactasetts

Department of Developmental Services

Date Printed: 10/29/2015
Status: Approved

Individual's Name:
Date: 09/09/2015
Submitted to DDS by:
Agency Responsible:

Financial Assessment

(Full Year)

Part Il - (Ability to Manage Finances)

Please indicate the individual's current ability to handle money in the following categories:

Furchases:

27 Identifies coins: Total Assistance
28 Comprehends value of coins: Independent

29 Distinguishes bills from other paper objects: Independant

30 Recognizes bill denominations: Independent

Note: With the Assessment open, you can view, reference, or copy and paste information directly from

the Assessment into the fields in HCSIS for Current Supports.

5) Complete Legal/Benefit/Financial section by editing recalled information, referencing or copying
information from the clipboard or assessments, or adding additional information.

ISP Cashboard ISP Meeting Detads  Vision Reyvest Assessmenty Revew fosessments Current Suppurts

Legal/Benefit/Financial Status

Expand All| Collapse 4%
(= Legal

Ricei Class Membaer:

Compatent:

Adjudicated Not Competent:

Guardian(s) Name(s): @

Consarvator Name:

Rogers' Monftor(s) Name(s):

Alt. Health Care Agent Mamie:

Power of Attornay Name:

hallenges  Goals Clupectives Mudihications. View/Pont 159

Full Year ISP

—M

HCSIS ISP Module
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Note: Auto Save will run after 15 minutes when the screen is idle. Information will be temporarily saved
for Legal/Benefit/Financial status section to avoid losing data. This applies to both drop downs as well as
text fields. The steps are the same as described for the Current Supports section.

6) After entering text into the Legal/Benefit/Financial Status fields, scroll to the bottom of the page.
Answer the question “Can this information be considered complete?” by selecting “Yes or “No”.

Has the ISP Team recommended that the
Individual would benefit from a financial training

Yes ¥
plan? —

Financial Comments: @

Can this information be considered complete? @ —

Spall Check Resot Save Save & Continue

l.ink to Assessments :!

Please note that “No” will be pre-selected.

If you have finished working on the section, selecting “Yes” will change the status of the component to
“Completed by Service Coordinator” on the Dashboard, View/Print Screen, and RPMS. Service
Coordinators and those with read-only roles will be able to view and print this component without a draft
watermark.

If you have not finished working on the section, keeping the pre-selected answer “No” and clicking
“Save” or “Save & Continue” will change the status of the component to “Started” on the Dashboard,
View/Print Screen, and RPMS. Service Coordinators can print the ISP component with a draft watermark,
however, read only roles will not have access to view and print.

You must click “Save” or “Save & Continue” in order for information to be saved on the ISP
screens. If you do not click “Save” or “Save & Continue,” data entered will be lost, as data is not saved
automatically in HCSIS. If you do not save the information on the screen, then the status of the
component will remain “Not Started” on the Dashboard, View/Print Screen, and RPMS. When navigating
from one ISP component tab to another, please remember to save your work.

7) Click “Save & Continue” to move to the next section.

Clicking “Save” will bring the user back to the Dashboard. Clicking “Save & Continue” will bring the
user to the Successes/Challenges section.

Has the ISP Team recommended that the
Individual would benefit from a financial training

Yes ¥
plan? —

Financial Comments: @

Can this information be considered complete? @ —

Spall Check Resot Save Save & Continue
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Part IV: Completing Successes/Challenges

To complete the Safety/Risk section the Service Coordinators can copy and paste information into
HCSIS. Service Coordinators can copy and paste information from a previous ISP Word Document where
they have previously tracked successes or challenges for individuals.

1) Since the user has selected “Save & Continue” the user is brought directly to the
Successes/Challenges page. The user can also navigate to Successes/Challenges by clicking the
Successes/Challenges tab.

ISP Dashbeard | [SP Miaet ents | Currenk Supports | Salety/Risk  LegalFinancial IsL;mﬁ:cmumu I.’-:-ﬂ|.

Successes/Positive Events, Challenges, Emerging Issues and Unmet Needs Full Year ISP
Expand AN | Collapse All

= Successes/Positive Events: (}
Indraudual recently Became an unch gain. Individual continues to dewelop the siolls he needs to achseve his goal to live
imdependently, indrvidual remains active Individusl has accepted the
likeliood that the workshop will be closing and & open ko exploring competitive employment

=) Challenging Issues: )

Individusl remains very nervous about the anticested dosure of the workshop and is very wornied about not sesing his

=) Emerging Issues:

Bpore ot this time,

Note: Values from the past ISP are recalled along with any updates entered during the past update year
and are displayed in the same text box. The character limit for all text boxes will remain the same, and
recalled information will not be truncated. The user has to ensure that information does not exceed the
allowed character limit in order to save changes. If there was no information entered in a previous plan to
recall, the system will display, “No information recorded in HCSIS for this section” in the applicable text
box and it will be editable.

2) Complete Successes/Challenges section by editing recalled information or typing additional
information directly into the text box. (Remove the “No information recorded in HCSIS for this

section).
15P Dashbowrd ISP Haeeting Details Vigecan Request Assessments Baview Assessments Curran ik Supperts Salety/Risk Lagald/Finamcial Successes/Challenges Goals Objectives Hadiications Viewy Prant ISP
SuccessesPositive Events, Challenges, Emerging Issues and Unmet Needs Full Year ISP

Expand Al | Collagae Al

Indimidual recently becamss an uncle: again. _Indrvidual continues to develon the sills he needs to acheeve his goal to ive
independently. Individusl remains & Indirvidual has accepted the
likelihood that the workehop will be closing and & open to exploring competitive employment

= €hallenging Tssues:

indreidual remains very nervous sbout the srticpeted dosure of the workshop and s very worred about not seeing his

=) Emerging Issues: §

Bone at this time,
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Note: The Successes/Challenges section does not have a clipboard or link to assessments.

Note: Auto Save will run after 15 minutes of inactivity when the screen is idle. Information will be
temporarily saved for Successes and Challenges section to avoid losing data. The steps are the same as
describe for the Current Supports section.

3) After entering text into the Successes/Challenges fields, scroll to the bottom of the page. Answer the
guestion “Can this information be considered complete?” by selecting “Yes or “No”.

(=) Emerging Issues:

None at this time

(=) Unmet Needs: ¥

None|

Can this information be considered complete? i Yes V I

Spell Check Reset Save Save & Continue

Please note that “No” will be pre-selected.

If you have finished working on the section, selecting “Yes” will change the status of the component to
“Completed by Service Coordinator” on the Dashboard, View/Print Screen, and RPMS. Service
Coordinators and those with read-only roles will be able to view and print this component without a draft
watermark.

If you have not finished working on the section, keeping the pre-selected answer “No” and clicking
“Save” or “Save & Continue” will change the status of the component to “Started” on the Dashboard,
View/Print Screen, and RPMS. Service Coordinators can print the ISP component with a draft watermark,
however, read only roles are not able to print.

You must click “Save” or “Save & Continue” in order for information to be saved on the ISP
screens. If you do not click “Save” or “Save & Continue,” data entered will be lost, as data is not saved
automatically in HCSIS. If you do not save the information on the screen, then the status of the
component will remain “Not Started” on the Dashboard, View/Print Screen, and RPMS. When navigating
from one ISP component tab to another, please remember to save your work.

4) Click “Save & Continue” will redirect the user to the Dashboard.
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(=) Emerging Issues:

None at this time

(=) Unmet Needs:

None|

Can this information be considered complete? @ Yes v
)
y
Next Steps:

User can navigate to any section of the ISP by directly clicking on the tabs. Please click on “Save” button
before navigating from a screen or section.

While completing the other ISP components, the Service Coordinator and Service Coordinator Supervisor
can continue to:

Edit the Vision Statement

Create Goals

Review Objectives and Support Strategies
Request or Review Assessments

Print Various ISP components
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Updating Other ISP Components by DDS Staff in an Update Year

Scenario Description
The Service Coordinator or Service Coordinator Supervisor is responsible for updating the four additional
sections within the ISP module in order for the full Update ISP to be completed in HCSIS. The

components can be updated beginning after the ISP Plan Selection is made.

90 days 45 days 30 days 15 days 7 ays Approval of
before ISP before ISP before ISP before 15P before ISP Plan in
meeting meting meeting EEling I‘_'\Pj 5P Meeting MEDITECH
i " meeting |
(0 (0
7 ~ |
Service Service Assessments "5'55%“"'1&“; Service Service
Coordinators Coordinators due to due to Coardinators Coordinators
and Provider Provider Data Provider Data and Service
Data Entry Entry Users Entry Users Coordinator
Uszers and Provider and Provider Supervisors
5 - Supervisors

* - Alert
(,L} - Due Date

First Steps:

Roles and Responsibilities:

The user searches for an individual
The user views the Individual Dashboard

e Service Coordinators: Can create, edit, and save content
e Service Coordinator Supervisors: Can create, edit, and save content

Part I: Updating Current Supports

1) Select the Other ISP Components section on the dashboard or select “Current Supports” tab.
The module redirects the Service Coordinator to the Individual's “Current Supports” Page.

HCSIS ISP Module
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Health and Human Services Mass. o=
=)

[iose [om [ pa [159 [ o |
Individual Search | Review Process | Reports: |
Search Results | ISP Dashboard | Progress Summary

ISP Dashboard | TSP Mesting Details | Vision  Request Assessments  Review Assessments | Curent Supports | Safety) s ses/Challenges  Goals | Objectives | Modifications | View/Print ISP

# e Expand this section to see ISP timeline

>
Region/Area Office: Metro/Greater Boston &Tgst, _B"'":e e Service Coordinator: Coordinator, Service
View/Print ISP Document | W]
Demographic Information ISP Meeting Details ISP Deadlines
SEN: Planned Meeting Date: 12/07/2015 Meeting Deadline: 12/07/2015
Eligibility: Meeting Time: 10:00 AM Semi Annual Review Date: 06/04/2016

Meeting Location: Next ISP Meeting Deadline: 12/06/2016

¥

Update Year ISP

Request Assessmants

Objectives & Support Strategles ] L]

Status: Action &

@ No action needed  Action needed @ Section complete @ Section overdue

2) Select the “Update Information” checkbox next to the sections of the Current Supports.

ISP Dashboard ISP Meeting Detsils  Vision  Request Assessments  Review ASsessments | Cumert Supports | Safety/Risk  Legal/financial  Successes/Challenges  Goals  Objectives  Modifications  View/Print 158

Current Supports (Services, Settings, and People) Update Year ISP
Expand &1 | Collapse &3

= Home/ Community:
Bruce lves st s b he
shares the home with three other residents. Bruce has his own bedroom and is independent in s
self-care skils, Bruce helps with chores sround the house. He s able 1o do ssmple cooking tasks,
He'd like to expand his skills by planning and cocking a full meal. Bruce seff-medicates two of s
medications with stalf monitoring and is warking on develoging the: skills to be fully independent.

| +Update Information

=) Employment/ Day:
No information recorded in HCSIS for this section.

Update Information

Note: The recalled information from the last Full Year plan will be displayed as editable to allow for
entering missing information from last year’s approved ISP. If there is no information saved in HCSIS for a
specific section, the system will display the following message: “No information recorded in HCSIS for this
section.” In order to enter the missing information, the Service Coordinator must delete the message and
then type or copy and paste the information from last year’s approved ISP. Updates are entered in the
designated text boxes, as outlined by the steps below.

Note: Updated Information checkboxes will appear for the following sections:
o0 Home/Community
o0 Employment/Day
0 Health and Dental
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0 Medication(s)
0 Adaptive Equipment/Assistive Technology
o Clinical

3) Enter a valid value into the text box that appears below each section.

I5P Dashboard ISP Meeting Detads  Vislon  Request ASsessimels  Reveew ASSessments | Current Supports | Safety/Risk  Legal/Financisl | Successes/Chalienges  Goals | Objectives  Modificalions.  View/Print 158

Current Supports (Services, Settings, and People) Update Year ISP
Expand & | Collapse &8

=) Home/Community:
Bruce lves al . . . ke
shares the home: with three other residents, Bruce has his own bedroom and i5 irdependent in his
sef-care skilis, Gruce helps with chores around the house, Me is able to do simple cooking tasks.
He'd like to expand his sills by planning and cooking a full meal. Bruce: self-medicates twa of his
medatins with Stalf monitoning and & warking on devekping the skills to b faly independent,

¥ Update Information

Bruce has bearreed 1o CooK wo meals St o finish and has schieved sell-medication for one
additional medication - now ndependent on 3 of 5.

= Employment/ Day: {§

o ieformation recorded in HESLS for this sedion

Update Information

Note: All Updated Information text boxes will have a 5,000 character limit.

4) Select “Yes” to the question “Can this information be considered complete?”

(=) elinical: @
Individual does not have any chrecal cervices t this time, =]

=l I~ Update Information

Can this infarmation be considerad complate’ B ﬂ
e e & Current Supports Clipboard(From HD Assessmant) =

5) Select “Save & Continue”.

|
=l I~ Update Information
Can this infarmation be considerad complate’ B [
(TR i A Current Supports Clipboard(From H&D Assessmant) =

Next Steps
e The values are saved and the user is navigated to the Safety & Risk Page.

Part II: Updating Safety & Risk
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1) Since the user has selected “Save & Continue”, the user is brought directly to the Safety/Risk page.
The user can also navigate to Safety/Risk by clicking the Safety/Risk tab.

199 Cashboard | 196 Meeting Doty | Vion | Meguest Assessments | Mndew Assessweets | Cutment Suppor

Salety and Risk Update Year ISP

Updata Information

Update Information

= risk:

Update Information

hig infeemation be considersd complete? I8 Ho v

Spell Check || Reset || Save Save B Continee

Note: The recalled information from the last Full Year ISP plan will be displayed as editable to allow for
entering missing information from last year’s approved ISP. If there is no information saved in HSCSIS for
a specific section, the system will display the following message: “No information recorded in HCSIS for
this section.” In order to enter the missing information, the Service Coordinator must delete the message
and then type or copy and paste the information from last year's approved ISP. Updates are entered in
the designated text boxes, as outlined by the steps below.

2) Select the “Update Information” checkbox next to the sections of the Safety and Risk page.

159 Cashboard | 196 Meeting Dot | Vion | Meguest Atsessments | Kndew Assesswests | Cutment Supgorts

Salety and Risk Update Year ISP

Update Information

= risk:

Update Information

his information be considersd compiete? @) o

Save B Continee

Spell Chack || Reset

Note: Updated Information check boxes will appear for the following sections:
o Safety
0 Home Alone Authorization
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o0 Risk

3) Enter a valid value into the text box that appears below each section.

159 Daahboard | ISP Masbng Detls | Vison | Reguast Assesemants | Revies Absesermact

Curvent SUgpat | BaletyBak | Lagalfasacsl | SucomsesChalanges | Goal | Cbjactas | Madhostions | VeewPnot 1SR

Safety and Risk

Emand Al | Colasse M
= sataty:

e m able 12
o

o e heerie o

within, 2.5 minsles. He has géod herme and communty

Update Year ISP

 Update Infarmation

[T e ey p——

= Mme Alane Authorization:

18 indieidual authorized to be home alone?
Commeants:

e indsemation rescodd i WESES far that sechion,

= maske: O

Mo indsrmiation recorded im WCSES far they sechon.

Update Information

Update Information

i

Save & Continue

Link ta Assessmonts ]

4) Select “Yes” to the “Can this information be considered complete?” question.

159 Daahboard | ISP Masbng Detls | Vison | Reguast Assesemants | Revies Absesermact

Curvent SUgpat | BaletyBak | Lagalfasacsl | SucomsesChalanges | Goal | Cbjactas | Madhostions | VeewPnot 1SR

Safety and Risk

Emand Al | Colasse M
= sataty:

e m able 12
o

o e heerie o

[T e ey p——

= Mme Alane Authorization:

18 indieidual authorized to be home alone?
Commeants:

e indsemation rescodd i WESES far that sechion,

= maske: O

Mo indsrmiation recorded im WCSES far they sechon.

within, 2.5 minsles. He has géod herme and communty

Update Year ISP

 Update Infarmation

Update Information

Update Information

Iu.. this infesenation ba comsidesd complete?

You | I

Speil Check || meset | [ save |

Save & Continue

Link ta Assessmonts =]

5) Select “Save & Continue.”

HCSIS ISP Module
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159 Daahboard | ISP Mabng Datads | Vison  Request Assasemants | Reviw Absecermacti | Cument Swpsm | Safetyuk | Legalfscsl  SuccstsesChalanges | Goal  Objactves | Mashostions | ViewdPret ISP

Safety and Risk Update Year 159

Exmand AN | Coflapse A%

= sataty:
b e 1 e P —— 23 mintes. e has good hirme and sty
o Update Infarmation |
0 P atn in 3 m
= Mome Alane Autharization:
|
is individual authorized to be home alone? [vew )
Commants:
e inkarmation recerded in MESES far bhat achon.

Update Information

Update Infarmation |

Can this infermation be conidersd complate? () Ve

Boak civeck . See

Next Steps
e The values are saved and the user is navigated to the Legal/Financial/Benefit Status Page.

Part Ill: Updating Legal/Financial/Benefit/Financial Status

1) Since the user has selected “Save & Continue”, the user is brought directly to the
Legal/Financial/Benefit Status page. The user can also navigate to Legal/Benefit/Financial by clicking
the Safety/Risk tab.

ISP Dashboard 5P Meeting Details | Vision | Request Assessments | Review Assesaments | Current Supports Suf:h.ﬁaklu:al-r-u-mdlSuu:rim{lu‘kﬂcts Goals | Dbiectives | Modifications  Vien/Print 15P

Legal/Benefit/Financial Status Update Year ISP

Expand &)1 Collacse A0
© Legal

Ricel Class Momber:

Compatant:

Yes v
Adjudicated Hot Competent: T
Clinical Team Review Recommendad: v

Guardian(s) Hame(s): @
Consarvator Name.

Rogers” Monitor(s) Mame(s):
Heslth Care Agent Name: @

Alt. Health Care Agent Name ]

Powar of Attorney Nama:
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Note: The recalled information from the last Full Year ISP plan will be displayed as editable to allow for
entering missing information from last year’s approved ISP. If there is no information saved in HSCSIS for
any field within a specific section, the system will display the following message in the applicable
comments box: “Data for one or more of these elements for this section was not recorded in HCSIS”. For
example, if a value for “Competent” has not been recorded in last year’s plan, the above message will be
displayed in the Legal Comments text box below any recalled comments. In order to enter the missing
information, the Service Coordinator must delete the message and then type or copy and paste the
information from last year’s approved ISP or select the appropriate value from the drop down. Updates
are entered in the designated text boxes, as outlined by the steps below.

Note: Guardian Name and Ricci Class Member information will be pulled from the previous ISP and will
not be editable. Any updates to these fields will need to be recorded in the “Updated Information” text box
available for the section.

2) Select the “Update Information” checkboxes next to each of the three sections of the
Legal/Benefit/Financial Status page. (Remove the “Data for one or more of these elements for this
section was not recorded in HCSIS").

s:

3) Enter all updates for the section into the text box that appears below the section.

A Update Infarmation

Note: Updated Information text boxes will appear only if the “Update Information” checkbox for a field is
checked. All Updated Information text boxes will have a 5,000 character limit.

4) Select “Yes” to the “Can this information be considered complete?” question.
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A Update Infarmation

e a8 weovking Last hours Bt making mens maney sk b @ pad hourly

Sava & Continue

5) Select “Save & Continue.”

Financial Comments:

A Update Infarmation

Sped Check | [ Raset || Save

Next Steps:
e The values are saved and the user is navigated to the Successes/Challenges Page.

Part IV: Updating Successes/Challenges

1) Since the user has selected “Save & Continue”, the user is brought directly to the
Successes/Challenges page. The user can also navigate to Successes/Challenges by clicking the
Successes/Challenges tab.

ISP Dashboard 159 Mesting Data Visien | Reguest Assessr nents | Review Assessments | Current Supports | Ssfety/Risk | LegalFinancisl

Successes/Positive Events, Challenges, Emerging Issues and Unmet Needs Update Year [SP
Expand All | Sollapse All

(=) Buccasses/Positive Events: €

Irvdi nele again. Individual contnues to devalap the skils he needs to =]
achis dertly. Indwvidual remass active

o ccapted the hkelihocd that the workshop will be closing and is open to

o ant

- | W Update Information

Note: The recalled information from the last Full Year ISP plan will be displayed as editable to allow for
entering missing information from last year’s approved ISP. If there is no information saved in HSCSIS for
a specific section, the system will display the following message: “No information recorded in HCSIS for
this section.” In order to enter the missing information, the Service Coordinator must delete the message
and then type or copy and paste the information from last year's approved ISP. Updates are entered in
the designated text boxes, as outlined by the steps below.
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2) Selects the “Update Information” checkbox next to the sections of the Safety and Risk.

156 Cashboard | OF Mesting Detels | Vision | Resuest Assessments

Review Assesmerts  Coest Supperts  Seletyifisk | Lepalfinastal | Successes/Chalanges | Gosls | Objectves | Mofcastions | ViemiPrist 159

Successes/ Positive Events, Challenges, Emerging Issues and Unmet Needs Update Year ISP
Exmand A1 | Collasse 51

= Successes/ Positive Fvents: )
Bruce has bost cver 100 [ i Ehe S5t year. He foeks 1hat b health i SLabSIg. He sajors ie chise 15 b mather

I

=) Challanging Issues:

Bruce does not like b share mlormatesn about bes healh care nith Sre

Update Information

Notes: Updated Information check boxes will appear for the following sections:
Positive Events

Challenging Issues
Emerging Needs
Unmet Needs

3) Enter a valid value into the text box that appears below each section.

156 Oashboard 156 Meeting Dot Viskon  Reguest Ausessments  eview Assessments  Curreed Suppots | Salely/lish | Legalfinancel | GuccomseyThabenges | Gidh  Ohiectives | Medhations  MiemlTriet 189
Successes/ Positive Events, Challenges, Emerging Tssues and Unmet Needs Update Year ISP
Expand.id | Colsase i
= Successes/Positive Events: )
Bruce has batt cver 100 [ i Eha Sait pmar. Fe fos That s bealth i stabiing. HE enjors lring ise 1o i mothes
¥ Update Infarmation |
Bt had tontioued 16 loas wiight and ha Taath b stabhred

Note: Updated Information text boxes will appear only if the “Update Information” checkbox for a field is
checked. All Updated Information text boxes will have a 5,000 character limit.

4) Select “Yes” to the “Can this information be considered complete?” question.

=) unmet Needs:

update Information
Can this information

be considered complete? P I

Spail Chuck | | Reset | | Save

Save & Continug

5) Select “Save & Continue.”
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=) Unmet Needs: {3

update Information

Speil Check | | Reset | | Save Save & Continue

Next Steps
e The page is refreshed, the values in each of the updated information text boxes are saved, and
the “Operation Successful” message appears at the top of the screen.
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Post ISP Meeting Activities

This section provides an overview of activities that take place after the ISP Meeting has been conducted.
Below is a summary of these activities:

Documents are revised as per the outcomes of the meeting.

All documents that have been revised need to be approved.

Objectives and Support Strategies are approved and saved as part of the ISP Document.

The ISP Document is created and mailed to the Individual, Guardian and Providers by 45 days
after the meeting.

Revisions to any documents can be made up to 150 post the ISP Meeting.

Once all documents are locked, the Area Office Director/ Designee can manually unlock them if
they need to be revised more than 150 days past the ISP Meeting. The Area Office Director /
Designee is also responsible for re-locking once tasks are completed. The plan must be manually
re-locked for the next plan to be created in HCSIS.

Note: In order for these system activities to be triggered in HCSIS, the Service Coordinator must have
recorded the actual ISP meeting date in MEDITECH’s ISP Meeting and Status screen.

Roles and Responsibilities

Service Coordinator:
* Reviews all ISP materials, makes necessary updates to the Vision Statement and Goals
as agreed upon at the ISP Meeting.
* Requests revisions to previously approved Assessments if needed.
» Approves or requests revision to previously submitted Objectives and Support Strategies
that need to be modified as a result of the ISP Meeting discussions.
» Continues to review and approve or request further revisions to Assessments and
Objectives and Support Strategies as they are submitted after the ISP Meeting.
» Can also request new Assessments per the ISP Meeting discussions.
« Completes the Current Supports, Safety and Risk, Legal/Benefit/Financial Status, and
Successes/Challenges sections of the ISP document.
Service Coordinator Supervisor:
¢ Reviews all ISP materials, makes necessary updates to the Vision Statement and Goals
as agreed upon at the ISP Meeting.
¢ Requests revisions to previously approved Assessments if needed.
« Approves or requests revision to previously submitted Objectives and Support Strategies
that need to be modified as a result of the ISP Meeting discussions.
e Continues to review and approve or request further revisions to Assessments and
Objectives and Support Strategies as they are submitted after the ISP Meeting.
e Can also request new Assessments per the ISP Meeting discussions.
« Completes the Current Supports, Safety and Risk, Legal/Benefit/Financial Status, and
Successes/Challenges sections of the ISP document.
* Oversees all ISP materials are completed post meeting period in the system and that the
ISP Document is completed and mailed out by 45-days post the meeting.
Provider:
¢ Makes necessary updates to the Goals created by their Provider Agency.
« Revises Assessments or Objectives and Support Strategies as requested by the Service
Coordinator in accordance with the ISP Meeting discussions.
Provider Supervisor:
* Makes necessary updates to the Goals created by their provider agency.
* Reviews, revises and submits Assessments or Objectives and Support Strategies as
requested by the Service Coordinator in accordance with the ISP Meeting discussions.
Area Office Directors:
¢ Have the ability to unlock the ISP plan past 150 days.
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Note: After the ISP meeting Service Coordinators and Service Coordinator Supervisors will be able to
select documents which require revisions while the other documents remain approved.

Post ISP Meeting Alerts

90 days 30 days 7 days
y 45 days Y 15 days before MEDITECH ISP will be locked in
before ISP before ISP before ISP before ISP Approval  15daysif approval
meeting meeting meeting meeting 15 15P Meeting Flag is not entered in
L (,L‘\\ meeting MEDITECH
{ .\
9] Ak
Servi Assessments ceni daveat bue d
Service ervice Assessments ervice 135 days after ue date
Coordinators Coordinators invitation due an.d prlopused Coordinators ISP Meeting
i ) Objectives and Date
and Providers to Providers Supports
Agreement
due

¥ - Alert
(.L) - Due Date

e “ISP is locked” - triggered when a plan has been locked in HCSIS based on the Approval flag in

MEDITECH.

o “ISP will be locked in 15 days if approval is not entered in MEDITECH" — triggered 135 days after
the ISP Meeting Date if the approval flag has not yet been pulled from MEDITECH.

Note: If the ISP is not approved within 150 days, the plan automatically locks. There is no alert

associated with this action.
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Post ISP Meeting Activities Overview

During the 150-day period after the ISP Meeting has taken place, the system will display the date of the
meeting as a message on the Individual Dashboard, as seen in the screenshot below:

ISP Dashboard | ISP Meeting Details  Vision  Request Assessmants | Review Assessments | Cumrent Supports  Safety/Risk  Legal/Finand ial | Successes/Chollenges  Goals  Objectives  Modifications  View/Print ISP

¥ kExpand this section to see ISP timeline

[
Region/ Area Office: Metro/Greater Boston Test, Bruce . Service Coordinator: Coordinator, Service
View/Print ISP Documen’ 13 .‘.'. =

Demographic Information
S5N:
Eligibility:

=

Full Year ISP

During the post meeting period, all documents will continue to be in a status they were in prior to the
meeting. The Service Coordinator will have to go in and request revision to all previously approved
documents that need to be revised as a result of the ISP Meeting. Documents that have not been
approved prior to the ISP Meeting will maintain the status they had prior to the ISP Meeting (e.g. If an
Assessment had been returned to a provider for revisions and the revisions had not been made in
advance of the meeting, the status for that Assessment would still be “Revision Requested” or if an
Objective and Supports Strategy had been submitted but the Service Coordinator had not approved the
materials before the ISP meeting, the status would still be “Submitted for DDS Review").

Note: The Service Coordinator is responsible for approving Objectives & Support Strategies as well as
Assessments to which he or she has requested a revision within the 150 day post meeting period.

Next Steps

The system will lock all documents 150 days after the ISP Meeting has taken place. In the event that
further changes need to be made to the ISP materials related to that year’s ISP, the Service Coordinator
or Supervisor can request the Area Office Director/Designee to unlock the ISP in HCSIS. Provider staff
and Service Coordinators will need to coordinate with the Service Coordinator Supervisor to submit this
request outside of the system.

If an ISP has been manually unlocked by the Area Office Director/ Designee, it must be re-locked
for the next plan can be created in HCSIS.
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Selecting Objectives to Include in the ISP Document by DDS Staff in Full or
Update Year

As the full ISP document is included in the ISP module, Service Coordinators and Service Coordinator
Supervisors will now be able to select which Goals and corresponding Objective and Support Strategies
will be included in the final ISP document after the ISP meeting has occurred. Once objectives have been
included in the ISP document, the progress summary process will be initiated

Scenario Description
e The ISP Meeting has taken place and Objectives and Goals are in “Approved” Status.

e To complete the final ISP document, Objectives and Goals will need to be selected for inclusion
in the ISP document prior to printing.

90 days 45 days 30 days 15 days 7 cays Approval of
before ISP befare ISP before ISP before ISP before ISP Plan in
meeting meeting meeting meeting 15 | I15F Meeting MEDITECH
L L meeting
+ .+_ (Y () | *
\H_-r,f 1‘_1-;_) |
Service Service Assessments AESEESMENLS 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 Praovider and Provider Superaisars

Supervisors
Supervisors pEny

* - Alert
{:_!,} - Due Date

First Steps:
e The user searches for an individual
e The user views the Individual Dashboard
e The user navigates to the Objectives and Support Strategies Review Switchboard

Roles and Responsibilities:

e Service Coordinators: Selects Objectives and Goals
e Service Coordinator Supervisors: Selects Objectives and Goals

Note: The below screenshots are taken from an Update Year ISP plan, but the process for including
Objectives in the ISP Document is identical for Full and Update Year.

Selecting Objectives to Include in the ISP Document
Objectives that need to be modified after the meeting must have revision requested by the Service

Coordinator and must be approved prior to inclusion in the ISP document. Only those objectives which
have been approved can be selected to be included in the ISP document.
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1) Select Objectives to be included in the ISP Document

From the Objectives Review Switchboard, the Service Coordinator and Service Coordinator
Supervisors are able to select the Objective and corresponding Goal that has been approved post
ISP meeting to include in the final ISP document.

ISP Dashboard ISP Mesting Details  Vision | Request Assessments  Review Assessments  Current Supports i Legal d =/Challenges | Goals | Objectives | Modifications | View/Print 159
Objectives and § rt St ies Revi i d Update Year ISP
b Document  Update Year
Include in ISF Objective(s) Created By Status PS Frequency :
History Status
Doc?
Community Involvement
» wil case his . tivits Miew Documant -
Bruce will increase his participation in community activities Approvid ~ s New
Bruce will serve meals once & week at Cor unum in Lawrence, Approved v ""“WHE_‘;;‘;“‘:'“ Current
Money Management
Bruce will find a big activity he would like to do at the View Document .
A 4 ~ A Current
beglnning of each quarter. He will then s R History zidioal
Growth & A i CLASS
By MNovember 2015, Bruce will participate in 10 job exploration ) Wi Doument
activities. Approved History Lk
Bruce will increase his rate of pay by 30%, for the next 12 7 View Document
months. Approved History Currank
—
Include in ISP document and Initiste Progress Summary |

Note: By selecting an Objective the underlying Goal will automatically be selected by the system.
2) Click “Include in ISP document and Initiate Progress Summary”

These Objectives, along with the associated Goals will now be included in the ISP Document.

ISP Dashboard ISP Meeting Detads  Viston Request Assessments Review Assessments  Current Supports  Safety/Risk Legal/Financial = Successes/Challenges  Goals Obgectives Modifications  View/Print 1SP

Objectives and Support Strategies Review Switchboard Update Year ISP
]
Include in ISP Objective(s) Created By Status PS Frequency D‘:l‘_:“"“"t Update Year
istory Status
Doc?

‘( Community Involvement

o Bruce will increase his participation in community activities Approved Semi-Annual V| “ﬁwﬁmﬂml New

= . View Document o

4 Bruce will serve meals once a week at Cor unum in Lawrence. Approved Semi-Annual _v| Current

& Money Management

@ Bruce will find a big activity he would like to do at the Approved Semi-Annual | | ViewDooument | oynen

beginnlng of cach quarter. He will then s ! 4

o Growth & i CLASS

. By November 2015, Bruce will participate in 10 job exploration ———————— | view Document

# activities. Approved |Semi-Annual v History New

2 :‘!_‘g:;:nl increase his rate of pay by 30%, for the next 12 [Sema o View Documaen Cirant

3) View Goals included in the ISP Document

A new column is visible on the Goals screen. The column indicates whether a Goal has been
selected for inclusion as part of the ISP document.

Goals @ Update Year ISP

Goal Title Date Identified Identified By Created By Updated By Included in ISP Doc? Update Year Status

Independence at Home 02/03/2014 Updated
Employment 027112014 Current
Money Management 02/11/2014 Updated

| view/Edit Goal || Delete Goal || Add Goal |

To change or remove an Objective from inclusion in the ISP document, navigate back to the
Objectives and Support Strategies Review Switchboard and uncheck the Objective. Removing an
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Objective automatically deletes the associated Goal, assuming there are no other Objectives linked to
that Goal.

Next Steps:

e Service Coordinators or Service Coordinator Supervisors can view and/or print the ISP
Document.

e Service Coordinators or Service Coordinator Supervisors can continue working on the Other
components of the ISP (Vision, Goals, Assessments, Objectives and Support Strategies, Current
Support, Safety/Risk, Legal/Financial, Successes/Challenges).

e Provider Data Entry Role can access the Progress Summary Switchboard and view the

Progress Summary forms — although they can not submit the forms unitl 30 days prior to the due
date.
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