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Progress Summaries

Progress Summaries, which track the progress of Objectives following the ISP Meeting, were previously
completed outside of the system. As an enhancement for the current release, the Progress Summary
submission and review process is how included on HCSIS as part of the ISP module.

Per DDS regulations, two progress summaries are required each year — the semi-annual and annual
forms. The due dates for Progress Summary are as follows:

e Semi Annual Progress Summary - 180 days after the ISP Meeting
e Annual Progress Summary-15 days prior to the next planned meeting date or, if no planned
meeting date has been entered in the system, 15 days prior to the ISP meeting deadline.

When the due date for an ISP Progress Summary is within 30 days, Service Coordinator Supervisors,
Service Coordinators, and Provider Data Entry Users will receive an Alert indicating that the provider is
able to complete the Progress Summaries.

ISP Meeting

Date of Approval
in MEDITECH

180 days after
ISP meeting

Semi-annual PS
Due in 30 days

15 days before next
Planned ISP meeting

Annual PS Due
in 30 days

*

MEDITECH
Approval Flag

)

Semi-Annual
Progress Summary

Y ()

Annual
Progress Summary

* - Alert
(J,) - Due Date

In some circumstances, it is more appropriate to complete a Progress Summary quarterly. This option will
only be taken after a discussion between the Providers and DDS Staff. If the decision is made to
complete progress summaries quarterly, four progress summaries are required —quarter 1, semi-annual,
guarter 3 and annual forms. The due dates are as follows:

* Quarter 1 — 90 days after the ISP meeting

¢ Semi-Annual — 180 days after the ISP meeting

e Quarter 3 — 270 days after the ISP meeting

e Annual — 15 days prior to the next planned meeting date or the deadline

When the due date for a Progress Summary is within 30 days, Service Coordinators and Provider Data
Entry Users will receive an Alert indicating that the Provider is able to complete the Progress Summaries.
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Date of Approval 90 days after ISP 180 days after 270 days after

15 days before next

in MEDITECH meeting ISP meeting ISP meeting Planned ISP meeting
ISP Meeting Quarter 1 PS Semi-annual PS Quarter 3 PS Annual PS Due
Due in 30 days Due in 30 days Due in 30 days

*— (O I (O— S (O— (D

MEDITECH
Approval Flag

Quarter 1
Progress Summary

Semi-Annual
Progress Summary

Quarter 3
Progress Summary

Annual
Progress Summary

* - Alert
(..L) - Due Date

Note: The due date for the annual Progress Summary is calculated differently from the other deadlines.
The quarter 1, semi-annual, and quarter 3 progress summaries due date are calculated based on the
actual ISP meeting date. For example, the deadline for the semi-annual form is 180 days after actual ISP
meeting date. The annual Progress Summary, on the other hand, is calculated based on the next planned
meeting date or if no planned meeting date is entered, the ISP meeting deadline. To remind you of this
difference, an info tip is located next to the “Annual” Progress Summary in the Progress Summary
switchboard which covers these details. When hovering over the info tip the following text appears, “The
Annual Progress Summary is due 15 days before the deadline date for the next year’s plan, which is 350
days after the last Actual Meeting date. However, once the next plan is opened (90 days prior to the
Planned Meeting Date/Deadline Date), the due date will update and appear as 15 days prior to the new
Planned Meeting Date. If there is no Planned Meeting Date entered, the due date will remain as 15 days
prior to the deadline date.”

Actual Meeting Date: 06/03/2014 (Full Year 1SP) -~

@ Bruce will find a big activity he would like to do at the beginning of cach quarter. He will then s U

Quster 1 01/04/2014 Aoproved Wiesw Document Hestory e
Semi Annual 04/04/2014 dopeoved Vo Do W
Quanrter 3 07/0W2014 Approved W'
Annual @ 10/06/2014 Acpeoved e
® Bruce will increase his rate of pay by 10%, for the next 12 months.

Semi Annual 04/04/ 2014 Aoproved Vien Document Mestory W

& Bruce will serve meals once a week at

Semi Annual 04/04/2014 W
- —- .. -

Anoual O————— - ¢ deadiine date for the net yesr's plan. whi .

. T to the Planned Mesting Date/ Deadine Data], ¢
Mrual Meet to the new Planned Meeting Date. If there e < 2 tered the € A
Progress Sammary Due Date Provider Primt Document

@ Bruce will find a big activity he would lile to do at the beginning of each quarter, He will then s

Sevni Annual 09/01/2015 Mot Startad Mt Docurm wa

annusl @ 03/04/2016 Not Started Mies Docur T

@ Bruce will increase his rate of pay by 30%, for the next 12 months,

Quirter 1 R

Semi Ane ] w

Quarter ) 1 T

annus O T

@ ** Bruce will serve meals once a week at

Quarter 1 06/01/2015 Wit Doty W

Semi Annual 09/01/201% Vien Docur W

Quarter 3 11/30/2015 Witen Doyt T

annust @ 0M04/2016 Mot Started View Document Mty B

It is also important to note the following:

e |If plan creation is delayed because previous plan is unlocked, the due date will remain the
deadline date — 15 days (or 350 days after the last Actual Meeting Date) until the plan is opened.
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e The due date of an Approved annual Progress Summary will remain the deadline date- 15 days if
the Progress Summary is approved prior to the new plan being opened. If revision is requested
and the new plan is opened, the due date may be out of sync with the Planned Meeting Date as
the due to the Annual Progress Summary will continue to be deadline date — 15 days (or 350
days after the last Actual Meeting Date). The reason the Annual Progress Summary due is not
updated if the Progress Summary is in approved status is because, the due date was updated
after the Progress Summary was approved, the due date of an approved progress summary may
appear in the future if the Planned Meeting Date is in the future, and alerts may be triggered
again.

e When the Planned Meeting Date is entered between 6 and 12 months after the last Actual
Meeting Date, the due date for the Annual Progress Summary may change to be prior to the due
date for Quarter 3, or will limit the reporting period time for the annual progress summary. The
user will ask the Help Desk to delete any outstanding PS that are due past the annual Progress
Summary.

e The Planned Meeting Date is entered over 12 months after the last Actual Meeting Date, the
Annual PS will change to be due greater than 6 months after the Semi-Annual.

o If the user does not enter next year’s Planned Meeting Date until close to the date OR the
Planned Meeting Date is moved forward or backwards once the due dates are calculated, the due
date of the Progress Summary will shift from the deadline date to the Planned Meeting Date. This
may impact the ability of a Provider to submit a Progress Summary that has been started, or that
revision has been requested on, if the date moves out past the 30 day submission deadline.

e The alert for Annual Progress Summaries will go out 45 days prior to the Planned Meeting Date
(or deadline date if there is no Planned Meeting Date), letting the user know that the PS are due
in 30 days.

e Annual Progress Summaries will be due at the same time the objectives and assessments are
due for the ISP.
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Initiate Progress Summaries by DDS Staff

Scenario Description:

With the addition of the Progress Summaries process to the system, DDS staff are now required to
complete steps on the system to initiate the Progress Summary process. Specifically, DDS staff are
required to select Objectives to include in the ISP Document. Until Progress Summaries have been
initiated by the DDS user, Providers will be unable to access and complete the forms.

o DDS staff is required to initiate the Progress Summary process. Until the process has been
initiated, Providers are unable to access the form to complete Progress Summaries.

e Progress Summaries are initiated after the Actual Meeting Date has been entered in MEDITECH
and is pulled into HCSIS, while selecting Approved Objectives for inclusion in the ISP Document

e These Objectives must be approved to be selected for inclusion in the ISP Document and for
Progress Summaries to be triggered.

¢ When initiating Progress Summaries, the DDS user can also select the frequency for submission
of the Progress Summaries related to each Objective as Semi- Annual or Quarterly. The default
frequency is Semi-Annual.

Date of Approval 180 days after 15 days before next
in MEDITECH ISP meeting Planned ISP
meetin
ISP Meeting Semi-annual P$ Annual PS Due 8
Due in 30 days in 30 days
— —
* Y *—()
MEDITECH Semi-Annual Annual
Approval Flag Progress Summary Progress Summary
X - Alert

(_L) - Due Date

First Steps:

e Search for an individual
e View the Individual Dashboard

Roles and Responsibilities:
e Service Coordinator: Initiate Progress Summaries
e Service Coordinator Supervisor: Initiate Progress Summaries

1) Click on the “Objectives” tab from the Individual’'s Dashboard or the Objectives and Support
Strategies box on the Individual Dashboard to be redirected to the Objectives and Support Strategies
Review Switchboard.
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Health and Human Services

Individual Search | Review Process | Reports |
Search Results | ISP Dashboard | Progress Summary
150 - Individual Search - 150 Dashboar

ISP Dashheard | 1SP Meetmg Delails  Vison  Recuest Assessivents  Review Assessments  Currenl Supports  Safety/Risk  LepaUFinancial  Successes/Challenges | Guaks Hoddications  View/Prinl ISP

b Expand this section to see ISP timeline

e
Region/Area Offices Melro/Greater Baston Test, Bruce Seriicn Coonduations:Coandinatir: Serice
View/Print ISP Document | W/

Demographic Information 15P Deadlines

SSH: Plannad Maating Date: D3/04/201% Meeting Deadline: 03/04/2015
FEligibility: Meating Time: 10:00 AM Semi Annual Review Date: 09/01/2015
Meating Location: .= Mext ISP Meeting Deadline: 03/04/2016

Actual Meeting Date: 03 05,/2015

Update Year ISP

@ Vision iy @ R @ Request Assessments

Status: Sharod Status: Sent

Due Date: NiA Due Date: O 2015

Due Date:
Last Updatad On: 09/01/2015 Last Updated On: 0d/21/2014 Hotification Last Sent On: 09/01/2015
Last Shared On: 08/01/2015 ‘-‘! y Last Updaled On: 09/01/2015 F
Objectives & Support Strategics y L] Review Assessments - | L] Other ISP Components =)

Status: Approved

status: Approved

Jfaols Current Sup
Salely & R
Pending Provider Submission: 0/3 e s
Lol Statees Last Upds

Pending ONS Review: 073 Pending DDS Review: 075 Succasses & Challenges Last Updatad On: 06/24/3015

Due Dole: 02/17/2015 Due Date

pending Provider Submissien: 0/5

2) On the Objectives and Support Strategies Review Switchboard, select the Objectives that you would
like to include in the ISP Document using the checkboxes in the column titled, “Include in ISP Doc?”

Health and Human Services

T
Individual Search | Review Process Management | Reports | References
Ty
Planned Meeting Date ISP Meeting Deadline Service Coordinator
- 05/13/2015 Area Office - Cape Cod & Islands

Search Results | ISP Dashboard | Progress Summat
ISP - Individual Search - 1SP Dashboard > Objectives Review Switchboard
1SP Dashboard ISP Meeting Details  Vision  Request Assessments  Review Assessments  CurrentSupports | Safety/Risk  Legal/Financial | Successes/Challenges = Goals | Objectives | Modifications | View/Print ISP

Objectives and Support Review S ard
]
Include in ISP Objective(s) Created By Status PS Frequency Document History
Doc?

< CBDS

By 2017, will exhibit appropriate communication skills while in [P e p— .

" - G Appro T ew Doc story

% SNl DI ComNTty Sl roved [Semi-Annual ¥ View Document Hi
~ Vocational
P By 2017, when is vending, he will place all varieties of chips facing 3 s
o in the right direction | approved W View Document History

| Include in ISP document and Initiate Progress Summary |

Note: Two conditions must exist for you to include Objectives in the ISP Document. The Actual Meeting
Date needs to be entered in MEDITECH and the Objective needs to be in an Approved status. If either of
these conditions is not met, the checkboxes will be greyed out and it is not possible to select Objectives
for inclusion.

3) If desired, change the Progress Summary Frequency for an Objective by selecting one of the two
options in the “PS Frequency” drop down, Semi-Annual or Quarterly.
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Health and Human Services Mass. /o /-' =

Individual Search | Review Process Management | Reports | References
Search Results | ISP Dashboard | Progress Summary
1SP - Individual Search - ISP Dashboard - Objectives Review Switchboard

Planned Meeting Date ISP Meeting Deadline Region - Southeast Service Coordinator
E 05/13/2015 Area Office - Cape Cod & Islands

ISP Dashboard ISP Maating Details  Vision  Request Assessments  Review Assessments  Current Supports  Safety/Risk  Legal/Financial  Successes/Challenges = Goals | Objectives | Modifications | Viaw/Prink ISP

Objectives and Support Review

/)

Include in ISP Objective(s) Created By PS Frequency Document History
Doc?
< CBDS
7 g:ﬂﬁg;‘i.r . (m:'\l’\:'ﬁmbsi:&p:;anriale communication skills while in ApDroved €5=mi‘h““| ,;I View Document Histo
< Vocational
& :‘vtiglrii;hv:l‘;?:lﬂmu“ iis vending, he will place all varieties of chips facing I.FBI = 5

B e T S|

Note: The system defaults to “Semi-Annual.” If Semi-Annual is selected, Providers will be required to
complete two Progress Summaries— a semi-annual Progress Summary and an annual Progress
Summary. If Quarterly is selected, Providers will be required to complete four Progress Summaries
throughout the year — Quarter 1, Semi-Annual, Quarter 3 and Annual.

Note: The due date for the annual Progress Summary is calculated differently from the other deadlines.
The quarter 1, semi-annual, and quarter 3 progress summaries due date are calculated based on the
actual ISP meeting date. For example, the deadline for the semi-annual form is 180 days after actual ISP
meeting date. The annual Progress Summary, on the other hand, is calculated based on the next planned
meeting date or if no planned meeting date is entered, the ISP meeting deadline.

Note: Should the user change the Progress Summary frequency after Progress Summaries have been
started, no previously worked on Progress Summaries will be affected by the change, as it will only be
implemented moving forward. Additionally, should the user increase the frequency of the Progress
Summaries from semi-annual to quarterly, no Progress Summaries with a due date that has already
passed will be initiated. For example, if the frequency is changed to quarterly after the due date of
Quarter 1, no Progress Summary will be required for Quarter 1, but one will be required semi-annual and
for Quarter 3.

Note: The DDS user will also be able to make changes to the frequency of future Progress Summaries
when reviewing Progress Summaries.

4) Click the “Include in ISP document and Initiate Progress Summary” button.

Health and Human Services Mass. o /: >

Individual Search | Review Process Management | Reports | References

Results | ISP Dashboard | Progress Summary
15p - Individual Search > ISP Dashboard > Objectives Raview Switchboar

Individual Planned Meeting Date ISP Meeting Deadline Region - Southeast Service Coordinator
s - 05/13/2015 Area Office - Cape Cod & Islands.
ISP Daghbosrd ISP Masting Detals  Vision  Request Assessments  Rawiew Atsaxtments  CurrentSupports  Safeby/Risk  Legs/Financial | Successes/Challenges  Goals | Objectives | Modifications | Vaaw/Prink ISP
Objectives and Support Review

Y

Indude in ISP Objective(s) Created By Status PS Frequency Document History

Doc?

& CBDS
" By 2017, will exhibit appropriate communication skills while in A ooiaed iS!mivﬁr;nual ;,I View Document Histo

groups or in community setting

& Vocational

By 2017, when  is vending, he will place all varieties of chips facing : i
h S ation 1 anproved Seimi view Document History
= in the right direction i f“‘"“"
[ Include in ISP document and Initiate Progress Summary

An Operation Successful message will display

Individuat Planned Meeting Date ISP Meeting Deadline Region - Melro Service Coordinator
Test, Bruce 03/04/2015 03/04/2015 Arca Office - Greater Boston Coordinator, Service

Operation Successful.
157 Diashboard

Vision | Assessments | Goals | Objectives | Modifications | View/Frint ISP
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5) Click the “Progress Summary” third level menu link to navigate to the Progress Summary Review
Switchboard and view the initiated Progress Summaries.

Health and Human Services Mass. /o ,/; >

Planned Meeting Date ISP Meeting Deadline Region - Southeast Service Coordinator
- 05/13/2015 Area Office - Cape Cod & Islands.

ISP Daghbosrd ISP Masting Detls  Vision  Request Assessments  Rawiew Atsaxements  CurrentSupports  Safely/Rick  Legs/Financial | Successes/Challenges  Goals | Objectives | Modifications | View/Prink ISP
Objectives and Support Strategies Review Switchboard
]
Indude in ISP Objective(s) Created By Status PS Frequency Document History
Doc?
= CBDS
- By 2017, will exhibit appropriate communication skills while in e 5
. > P DD - ew Doc: ry
¥ GROUDE O T O ATty Sabg Approved [Semi-Annual | View Document Histol
¥ Vocational
By 2017, when is vending, he will place all varieties of chips facing 3 T B
%] B 4 encion | Approved Semi-Annual View Document History
=4
in the right direction i [Quarterly
[ 1nciude in ISP document and Initiate Progress Summary

The system will display the Progress Summary Review Switchboard. The Progress Summary Bar graph,
located at the top of the switchboard, and the Progress Summary Details Table, located beneath the bar
graph, will both populate. The Progress Summary Bar Graph, which is a visual representation of the
status for progress summaries, will be updated to account for the newly initiated Progress Summaries.
The Progress Summary Details Table, which displays the details for all of the progress summaries that
were required in the prior year as well as those required in the current year, will display all of the newly
initiated Progress Summaries in "Not Started" status.

Progress Summary Review Switchboard
Eusand 41 | Collasae Al
35
Actunl Meeting Date: 06/03/2014 (Full Year 159 Actual Meating Date: 03/05/2015 (Update Year 159)
. a
i £
B B
£ E
E 3 E
@ @
i §
-] u approved g’
£ Pendng Revem = 33 ara
5 " e =
3 Ha At Raguired/ Parding Submasion S .l &8 bya
3 & £
E /1 £
o o | |
OLOLI0IA  GHDVI0LS  OTONIOIE  INOKA0IE OMONOSS ONOLI0HS  1MNIDES  ANOAI0HS
Due Dates Due Dates.
Actual Meeting Date: 06/03/ 2014 (Full Year 15
Progress Sammary Dun Date Provider Status Documant Histary Print Documsnt
1 Drice il find a big activity be would like to do at the beginning of each quarter, He will then s ©
Guarter 1 01/04/2014 inproved Miew Docurment History W
Semi Anreal 042014 Anoroved ‘iew Docurment History L]
Guarter 3 07032014 pcroved e Docurment History i
Annual 10/06/2014 dgmroced iew Docurmesk Histery el
# Brisce vl increase bis rate of pay by 30%, for the next 12 months,
Semi 2roual 4/04/2014 anproved ‘yles Document History e
® Broce will serve meals once a week a
Semi Arrwal 4042014 dooroied Vhew Documant Histary L]
sl @ 1010672014 isaeed ‘lew Dorument Histary W
Actual Mesting Date: 03/057 2015 (Update Yaar ISP) =
Progress Sammary Due Date: Provider Status [ Print Documest
@ Bruce il find a big activity be vould like to do at the begiming of cach quarter. He will then
Semi Areanl 09/01/2015 Net Started ‘View Documere pistcry W
anl O 030472016 N staes Vit DoCuOMEE Mistory W
® Bruce wil increase bis rate of pay by 309%, for tie next 12 months.
Cuacter 1 06032015 ot Started ‘igw Dotument History Cae]
Semi Arrual 5 Nt Started ‘View Documers istsey wm
Quarter 132015 Not Staed ity predel i [Ci=]
annual NG ot Started e ni L}

e Progress Summary Review Switchboard will display Progress Summaries for the objectives
included in the ISP document.

e The status of all newly requested Progress Summaries is in “Not Started” status.

e Providers can access the Progress Summary in not started status and complete the Progress
Summary but they cannot submit to a Service Coordinator until it is 30 days prior to the due date.

e Providers and SCs will receive an Alert 30 days prior to the due date of the Progress Summary,

e On Tuesdays and Fridays, SCs will receive an Alert that lists the Progress Summaries submitted
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(if any) by Providers

e On Tuesdays and Fridays, SCs will receive an Alert that indicates if the due date for any Progress
Summary has passed without the provider submitting the form.

e Service Coordinators can change the frequency of a Progress Summary up to the point the plan
is locked. Please note that Area Office Director have the ability to unlock the plan If frequencies
are changed, only those Progress summaries due going forward will be required.

e Once the provider has begun work on a Progress Summary, Service Coordinators cannot
unselect the associated objective and remove it from the ISP document. If the objective was
included in error, however, Service Coordinators can call the helpdesk to have the “Started”
Progress Summary deleted prior to unselecting the objective from inclusion in ISP document.

o |If a service has ended prior to the ISP meeting, and a Progress Summary has not yet been
completed, the Progress Summary must be completed off-line on paper. The ending of a service
removes the ability for the provider to enter this information in HCSIS. However, the Progress
Summary is still required. We will address this issue in a future release.
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Complete a Progress Summary by Provider

Scenario Description:

Once the due date for a Progress Summary is within 30 days, Provider Data Entry Users will receive an
alert indicating that they are able to complete and submit the Progress Summary. In order to submit a
Progress Summary, Provider Data Entry Users need to submit the form to Provider Supervisors who need
to review the document and determine if it is ready to submit to DDS. While both roles can work on these
forms prior to 30 days before the due date, as long as the Service Coordinators has initiated the Progress
Summary process, they cannot submit the form until 30 days prior to the deadline.

Date of Approval 180 days after 15 days before next
in MEDITECH ISP meeting Planned ISP
meetin,
ISP Meeting Semi-annual PS Annual PS Due &
Due in 30 days in 30 days
— —
™ ~—
MEDITECH Semi-Annual Annual
Approval Flag Progress Summary Progress Summary
X - Alert

<J,) - Due Date

First Steps:
e Navigate to Alerts

Roles and Responsibilities:
e Provider Data Entry User: Submit a Progress Summary for Internal Review
e Provider Supervisor: Review a Progress Summary; Submit a Progress Summary to DDS Staff

Part I: Completing a Progress Summary and Submitting for Internal Review by a Provider Data
Entry User

The following steps are completed by a Provider Data Entry User

1) Data Entry Users will receive an alert 30 days prior to the Progress Summary Due Date. Click the
“Progress Summaries due” link in the Alert message.
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Health and Human Services MI!!./\.?(’I:/??!
[1sove [am [omss [ [aown |

Reports | Alerts | Misc | IM Utiities | DPPC | Data Extracts | DR Utiities | IN Utlities | MT Utilities | 5C Supervisor Tool
Pending Alerts.
Tools > Alerts > Pending Alerts - Pending Alerts

@ Please be aware alerts will ed on the alert message (b 7 to 60 days). Consult the Process sereens and Repor

ALERT SEARCH CRITERIA

Podu: [——

Subject: | Click 1 select items from ist

[EEN e

Your search found multiple matches. Pleasa select the desired Alert.

[EE ] — show [10_v] entries

Select Date of Alert Alert Subject Alert Message

m] 09/16/2015
(=] 09/16/2015
O 09/16/2015
o 0/16/2015
O 0%/16/2015
(w]

09/16/2015 Progress Summaries due in thirty days I!unm}jmmam’

Note: The system will redirect to the Progress Summary Switchboard.
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!
35 3539 |

S T ——T
v | [rer——
] | [er—T

3555 I

Note: Providers will have access to the switchboard and will have the ability to begin work on any initiated
Progress Summaries at all times. Providers will not, however, be able to submit the forms until it is 30
days before the Progress Summary Due Date. This is to ensure that the information remains up to date.

Note: Annual Progress Summaries are due at the same time as Assessments and Objectives. The
annual due date for a Progress Summary is 15 days prior to the next year's planned meeting date. The
due date from the Annual Progress Summary is calculated when the next year’s plan opens. Until that
time, the annual Progress Summary due date will be calculated as 15 days prior to the deadline or Actual
Meeting date +350 days.

2) To navigate to the Progress Summary form, click on the “Not Started” link in the Status column on the
Progress Summary Review switchboard.
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3) The system will display the Progress Summary Form. By default all fields are expanded but these
sections can be collapsed and expanded as required, using the (+) and (-) signs.

Note: The “Goal”, “Objective” and “Support Strategy” for the identified objective are available for
reference on the Progress Summary Form.

Progress Summary Form
Exgand Al | Collapse AN
EC—

Goal Title: Personal Growth & Accomplishments
Updated Infarmation: Na Change

Gaal: Bruce will increase his rate of pay.
Date Goal Identified: 08/18/2014

Goal Kdentified By: Provider

Update Yeor Status: Currant

Related Obj

joctive:
Bruce will increase his rate of pay by 30%, for the next 12 months.

Updated Infarmation:
No Change

Setting and Learning Environment:
Setting: Warkshap Learning Envi Modaling

Updated Infarmation:
No Change

Responsible Party:
Updated Infarmation:
No Change

Update Year Status:
Current

{|© support strateay |

Teaching Method and Skills to be Developed:

Updated Infarmation:
No Change

Note: Previous Progress Summaries completed for the same Objective & Support Strategy are available
for reference on the Progress Summary Form.
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© Pprogress Summary

855 Summari

d)
rate of pay by 30%, for the next 12 manths.

)
Bruce is working towards sing his rate of pay by 30%, for the next 12 menths

Selected Progress Summary (Due Date: 06/03/2015)

‘Objective Status:*

Describe what progress has been made towards meeting this Objective:*

Are there an: y changes in i or supports to aid in achi of the Objective:*

@ provider Supervisor Comments

@ Acceptance Criteria

(bt fr Tntarmal Eoview |

4) Select the status of the objective from the drop-down list from Met, Partially Met, and Discontinued.

Objective Status:*

Met
Describe what progress has been made towards meeting this Objective:* Partially Met
o

Note: The table below explains the Progress Summary status types.

Objective Status Description

Met Use to describe an objective that has been achieved by the individual

Partially Met Use to describe an objective that has been partially completed but continues
to remain open

Discontinued Use to identify an objective that is no longer relevant for the individual or has
ended.

Note: If a Provider either chooses Met or Discontinued status for a Progress Summary in a Semi-Annual
Progress Summary, no future Progress Summary will be required. For example if a Progress Summary
with a quarterly frequency is deemed Met in the Semi-Annual Progress Summary, the Quarter 3 and
Annual Progress Summary are no longer required and will no longer display on the Progress Summary
Switchboard.

5) Respond to the required questions by entering comments into the text boxes. The first question is
“Describe what progress has been made towards meeting this Objective.” The second question is
“Are there any recommended changes in strategies, resources or supports to aid in achievement of
the Obijective.”
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(=) Progress Summary
Frevious Progress Sammaries

Progress. Ul 04,04/ 7014 (Approved)
Pauen b werking lewasds inereasing his rate of pay by 90%, for the next 12 menthe.

Frogress Uil 10,06/ 2014 [Approved)
Waucn is working tewards ncreasing his rate of pay by 30%, for the next 12 menths.

Selected Progress Summary [Due Dates 06,03/ 3015)

Obfective Status:® Partially Mot
—

Dasriise what progress has been made tawards mseting this Objective:*

fruon m ot e griss of Searcheng for o d4Terent job placemers

Are thern any recommonded dhangis in Sirategies, msourcs of supperts to aid o ackisvemant of ths Objetive:®
13 srcarmmaned chasge a tha timas. |

% Provider Supervisor Comments

® Acceptance Criteria

[t enock | [ umen | [ save | Submin foe intemal Resdew |

6) Once all mandatory fields have been completed, click “Submit for Internal Review” to submit the
Progress Summary to the Provider Supervisor for review.

E Progress Summary
Previows Progress Sensmaries

Frogress 8l 04/ 04/ 2014 (Approved)
Eawen it werking lewasds ntraasing his fate of pay by 30%, for the next 12 menthe.

Progress Ui 10/ 06/ 2014 (Approved)
Wsen bn warking towaeds incressing his rate of pay by 30%, for the next 12 menthe

Falected Progress Summary (Due Dote: 06/03/2003)

Objective Statws:® Partially tat |

Escribe what progress has been made tawards meting this Sljective:*
Bruin 5 1 e goiwess of starching fir a diTerent pob lace mens.

w

Are thers any recommenshed changes in strategies, rseurces or SUppers 1 abl in achisemmnt of the Objective:®
4o ercarmmended changes o th bme. |

# Provider Supervisor Comments

® Acceptance Criteria

[ spel chock. | [ Rosen | [ Save | Submt for intemal Risdew |

Note: Another option is to click “Save.” This will save your progress and allow you to return at a later time
to complete the form.

Note: In some Provider agencies, the same individual has the Data Entry User role and the Provider
Supervisor role. Such individuals are able to complete a Progress Summary using the Provider
Supervisor role and have the option of submitting directly to DDS.

Part II: Reviewing Progress Summary Submitted for Internal Review and Requesting Internal
Revision by a Provider Supervisor

The following steps are completed by a Provider Supervisor

1) Provider Supervisors will receive an alert when a Progress Summary has been submitted for internal
review. Click the “Progress Summaries Submitted for Internal Review” link in the Alert message.
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The system redirects to the Progress Summary Switchboard.

Progeess Semmary Review Switchboard
e | Ca

e

Mumber of Frageess Sammaries
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Note: The Progress Summary Bar Graph will update to account for changes in the status of Progress

Summaries.

2) To navigate to the Progress Summary form, click the “Submitted for Internal Review” link in the Status

column.

Progress Summary Review Switchboard
tume | Gy

-

B

hamber of Pragoams Summares

Aauad Phatiany Dintes 04 03/ 1018 (Pl Yoar 155

Actias Paatiny Dusbe: 8303/ 3513 (Upliate Yaar ESF)
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3) Review the content that the Data Entry User has entered.
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@ Progress Summsry
Previous Progress Summaries
Progress Ill 04/04/3014 (Appraved)
Orica i iaring tawards ncresang hisrats of pay by 20%, for the next 12 mantha.

Progress Ul 10/06/2014 (Approved)
Eruce is working towards increasing his rate of Bay by 30%, for the neat 12 months.

Objective Status:® Partialy et 7]

has been

fGecaian on e 10 pacemart i 5 e rice Lt Eh meal. oG4k Sy, A UBGHE il 0 Sprced 8 I rwe. A~

e razemmanaed canges 1 s

@ Provider Supervisor Comments.

(o) me] (]

Note: The “Goal”, “Objective,” “Support Strategy” and previous Progress Summaries for the identified
objective are available for reference on the Progress Summary Form.

4) If any changes are required or information needs to be added, insert text in the Provider Supervisor
Comments field to explain the required revisions

S Progress Semmary
Peevious Progress Summaries

Progresa till 04/04/2014 (Approved)
Brca is working towrds incrarsing hi 3t of pay by J0%, for the rext 12 months.
Progress till 10/06/2014 (Approved)
Bruce is woriang towards increasing his rate of pay by 30%, for the next 12 months.

(Dus Date:

Objective Status:* artaiy pist |

[Bruce 15 he ocess o seaehn v 8 aerent o pacenans.

Ace there an resources
e g ot e v

© Provider Supervisor Comments:

® Acceptance Criteria

3l |

Note: Provider Supervisors now also have the ability to request internal revisions from Data Entry Users
on Objectives and Assessments.

5) Click “Request Internal Revision.”

ol Acuoplanue Crileria

ipeh Gt | (o | (e ]

This action will send an alert to the Data Entry User that revision was requested and the status on the
Progress Summary Switchboard will change to “Revision Requested.”
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Part 1ll: Revising and Submitting a Progress Summary for Internal Review by a Provider Data Entry
User

The following steps are completed by a Provider Data Entry User

1) Once aform is returned for revision, Provider Data Entry Users will receive an alert. Click the
“Revisions Requested for Proposed Progress Summaries” link in the Alert message.

Health and Human Services Mass. oo
Reports | Alests | Mis | 1M Utiten | DPPC | Dota Extracts | R Uiities | TN Utites | WT Uitis | SC Supersisce Tool

Pending
Tooks  Alants - Punding Alarts - Panding Alarts

ALERT SEARCH CRITERIA
Modle: Racipwnt User:
Subgect: | Cick 12 selet tema wom ist
() o]
s E— Sho (38 ] et
setect Date of Alert Nert Subject Nert Message
B — = = :  Sp—— ——
3

The system will redirect to the Progress Summary Switchboard and the Progress Summary will display in
“Internal Revision Requested” status.
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2) To navigate to the Progress Summary Form, click the “Internal Revision Requested” link in the Status

column.

Progress Summary Review Swiltchboard

Batad Phastinn Cistas 8/82/ 3018 [Pl Yasr E3)

Al Pastiag Oades S3/63/3813 [Updote Yasr ESP)

| 8 Brte il s b ke of g by 30%., Fo Tho ot 13 pmmmths,

= s

[ e . L]

| ey I e

| o st sz
uane 3 1 emauzoie
Py ] | evmanou

[

33 (3333 3

[ e
: Qa3 e
[t © e

L]
[
L]

3) Review the “Provider Supervisor Comments” entered by the Provider Supervisor user during the
internal review.

4) Revise the Progress Summary sections in response to the comments made by the Provider

Supervisor.
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5) Click “Submit for Internal Review” to resubmit to the Provider Supervisor.

@ Provider Supervisor Comments
—
Acceptance Criteria
[ ee]lea]

6) The system redirects to the Progress Summary Switchboard and the status of the Progress Summary
changes to “Submitted for Internal Review.”

Progress Summary Review Switchboard
b | Lo
e

Batmad Phatiany Dintes 04/ 031014 (Full Yoar 55 Actunl Pastiag Dt 83073/ 7513 (pdats Yasr E5P)

@

i
|
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|

O Dptes Py —
e ety baiten 90,00} I 4. Pl vk M) =

9 e il e b vk w1 ey 3070, for s mand |7 remties.

| | usaon E I sagned I [Ty [ =T
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Part 1lll: Reviewing a Progress Summary Submitted for Internal Review and Submitting to DDS by
a Provider Supervisor

The following steps are completed by a Provider Supervisor:

1) Provider Supervisor will receive an alert when a Progress Summary has been submitted for internal
review. Click the “Progress Summaries Submitted for Internal Review” link in the Alert message.

Health and Human Services Mass. o
[ Jom Jrom [ [amve [ronz
w\ Alorts | Mo | IM Utiises | DPPC | Data Extracts | DR Utibtses | IN Utlities | MT Utilties | SC Supervisor Tool
Tm‘mm Pnding Alerts - Panding Alarts
ALERT SEARCH CRITERTA
wate [ ¥ Mt ive [
Subtacts [ Cich 12 st s v -
(] (]
e | P |
St Date of Alert Adart Subsject Alert Massage
ju} 05/15/2015 Brogress Summarkes Submitted fo Inberm.al Review I Faview: l Task.

The system redirects to the Progress Summary Switchboard with the Progress Summary in “Submitted
for Internal Review” status.
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2) To navigate to the Progress Summary Form, click the “Submitted for Internal Review” link in the
Status column.

Progress Sumemary Review Switchboard
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3) Review the Progress Summary Form. This section is editable, and the Provider Supervisor user may
make edits to the form prior to submitting for DDS review.

HCSIS ISP Module Page 20



ISP Assessments User Guide

@ Progress Summsry
Previous Progress Summaries

Progross Ul 84/04/2014 (Appraved)
erucs ‘Aowards incroasing his rate of pay by 30%, for the next 12 months.

Progress Ul 10/06/2014 (Approved)
Eruce is working towards increasing his rate of Bay by 30%, for the neat 12 months.

e razemmanaed canges 1 s

Note: When approving a Progress Summary, there is no action required in the “Provider Supervisor
Comments” textbox. They are not visible to DDS in the submitted form.

4) Click “Submit for DDS Review.”

@ Acceptance Criteria

[EZCN I T

5) The system will redirect to the Progress Summary Switchboard. The status of the Progress Summary
will change to “Submitted for DDS Review.”

Progress Summary Review Switchboard
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e Provider Data Entry Users and Provider Supervisors should continue tracking progress of the
Objective and Support Strategies off-line in progress notes. They may also begin entering data
into later Progress Summaries, but will not be able to submit until 30 days prior to the due date.

e Service Coordinators will be responsible for reviewing the Progress Summary. They will have the
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options to approve or request revision to the Progress Summary based on acceptance criteria.
e Provider Data Entry Users and Provider Supervisors can monitor the individual’'s ISP Progress
Summary Switchboard to view the status of the Progress Summary.
e Provider Data Entry Users and Provider Supervisors will receive an alert if the Service
Coordinator has approved a submitted Progress Summary.

e Provider Data Entry Users and Provider Supervisors will receive an alert if the Service
Coordinator requests revision of proposed Progress Summaries

e The availability of Progress Summaries in the system is the responsibility of the Service
Coordinator. The Progress Summary will only display in the system after the Service Coordinator
has marked the objectives as included in the ISP. If a Progress Summary is not yet available to
you, please contact the Service Coordinator.

e The Service Coordinator has the ability to change the frequency of Progress Summaries for an
objective, after consulting with the provider staff. If the Service Coordinator changes the
frequency from quarterly to semi-annual, only the semi-annual and annual Progress Summaries
are required.

e If a service has ended prior to the ISP meeting, and a Progress Summary has not yet been
completed, the Progress Summary must be completed off-line on paper. The ending of a service
removes the ability for the provider to enter this information in HCSIS. However, the Progress
Summary is still required. We will address this item in a future release.
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L3

-

Reviewing and Requesting Revision of a Progress Summary by DDS Staff

Scenario Description:

Once a Provider Agency has submitted a Progress Summary for DDS review, Service Coordinators or
Service Coordinator Supervisors are responsible for reviewing the Progress Summary and determining
whether the form meets the acceptance criteria or requires revisions.

Date of Approval 180 days after 15 days before next
in MEDITECH ISP meeting Planned ISP
meetin
ISP Meeting Semi-annual PS Annual PS Due &
Due in 30 days in 30 days
— —
*- *—() KL
N e N
MEDITECH Semi-Annual Annual
Approval Flag Progress Summary Progress Summary
K - Alert
—
|
(,-_) - Due Date
First Steps:

¢ Navigate to Alerts

Roles and Responsibilities:
e Service Coordinators: Review Form, Request Revision, Approve
e Service Coordinator Supervisors: Review Form, Request Revision, Approve

1) Service Coordinators will receive an alert every Tuesday and Friday for any Progress Summary
submitted for review by Provider agencies.Click on the “Progress Summaries submitted for review”
link in the alert message.

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

@ Please be aware alerts will be ically deleted on the alert

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

ALERT SEARCH CRITERIA

Module: [Individual Supports Plan V| Recipient User:

Subject: | Provider has submifted Progress Summaries b
[ — son (10 etrcs
Select Date of Alert Alert Subject Alert Message
(m] 09/16/2015 Provider has submitted Progress Summaries I Progress for review by: Dlwider: ' -; Progress Summaries evaluation due by: 07/09/2015;
= 5

The system will redirect to the Progress Summary Review Switchboard. The submitted Progress
Summaries will appear in “Submitted for DDS Review” status.
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2) To navigate to the Progress Summary Form, click the “Submitted for DDS Review” link in the Status
column.

Progress Surmery Review Switchboard

[EETE]
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3) The system will display the Progress Summary Form. By default all fields are expanded but these
sections can be collapsed and expanded as required, using the (+) and (-) signs.

Note: The “Goal”, “Objective” and “Support Strategy” for the identified objective are available for
reference on the Progress Summary Form.
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Progress Summary Form
Excond Al | Collapsc Al
[ET—

Goal Title: Personal Growth & Accomplishment:
Updated Information: No Change

Goat: Bruce will increase his rate of pay.
Date Goal Identified: 08/18/2014

Goal Identified By: Provider

Update Year Status: Current
90h]=dlv=

Related Objective:
Bruce will increase his rate of pay by 30%, for the next 12 months.

Updated Infarmation:
No Change

Setting and Learning Environment:
Setting: Workshop Luarning Envis | Modaling Consistoncy

Updated Infarmation:
No Change

Responsible Party:
updated Infarmation:
o Change

Update Year Status:
Current

[Ssepvor sems ]

Teaching Method and Skills to be Developed:

Updated Infarmation:
No Change

Note: Previous Progress Summaries completed for the same Objective & Support Strategy are available
for reference on the Progress Summary Form.

© Progress Summary
Previous Progress Summaries

Progress till 04/04/2014 (Approved)
Bruce is working towards increasing his rate of pay by 30%, for the next 12 mentns.

Progress till 10/06/3014 (Approved)
Bruce is working towards increasing his rate of pay by 30%, for the next 12 menths.

Selected Progress Summary (Due Date: 06/03/2015)

Onectie status=

Describe what progress has been made towards meeting this Objective:*

Ara there any changes in strategi or supports Lo aid in achi of the Objactive:®

A

@ provider Supervisor Comments

Acceptance Criteria

[Reset][5are | ([Subenk for Tnrmal Review ]

4) Review the Progress Summary information submitted by the Provider.
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5 Progress Sumemary
Brevioss Progracs Summaries

*Progros U8 041041014 (yproved]

for the mert L2 monthe.

Bragrens Ul 18053014 [hjpromed)
Peun e it wesekig bomanchs cxmmairg bis cade of ey by 3%, Fox the meet 17 samiies.

Ning v & el prit-ar T o oy o [ i, o ol e B " ! . T dociver oo i ol e " n oyt il b o Bt lrm.

() (] () (] o)

5) Complete the “Acceptance Criteria” Section by selecting values from the dropdown, or selecting the
checkbox for “All Acceptance Criteria Met” to populate the dropdowns below.

2 Aeeptance Criteria
Progn Smmany Fregancy |
Al Acssgtarce Crstaria et o
Sedniduaired -
entudes Rabrvart Siremythe ol Seshy -
Sdorthan Oppactursts fur Devebcprmert (|
ot —=
Comieie =
Commanta:

6) If desired, use the drop down to change the Progress Summary Frequency

[ .
Al Marwparue Critevia el
Inéndurizd -
Incudss Reevant Sirngthe and Mesds =
[T S Y S — [
[ I
tamgee [
Comuments:
L
o]
(i ] (] T =y

Note: If you opt to change the frequency, this will modify the progress summaries displayed in the
Progress Summary Review Switchboard. Changing the frequency will not have an impact on previously
started or submitted Progress Summaries, or on Progress Summaries for which the due dates have
passed. This change in frequency will only be applied for Not Started Progress Summaries with future
due dates.
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7) If there is a need to return a Progress Summary for revision, at least one acceptance criteria must not

[ Mcceptance Criteria

Froarws. Smvrary Fregpamy

Al Accagtarce Critara Mat
ird b eec

Ircudes Sebevart treaths and Nesds
et Cygatarly bn Darkgumee!

Camnt is v
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i
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Lawpiee
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e i | o |

el

be met and reflect a status of “No.” Select the “No” dropdown for the category that requires revision.

8) Insert text in the “Comments” text box to explain why the acceptance criteria was not met.

| Acceptance Criterta
P Sy Py [ty ]
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<
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Yea ¥

E
<

Comlete

[
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[t | [ |

[l ] (e ] [5on]

Note: If you have indicated that at least one of the acceptance criteria is not met, you are then required to
enter text in the Comments text box to explain why the acceptance criteria was not met and to explain

what revisions are required.

9) Click “Request Revision.”

| Acceptance Criterta
P Sy Py [ty ]
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The system will redirect to the Progress Summary Review Switchboard. The status of the form will
change to “Revision Requested.”
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Note: The Progress Summary Bar Graph has changed colors. The yellow indicates that activity needs to
be performed by the logged on user.

HCSIS ISP Module Page 28



ISP Assessments User Guide

Reviewing and Revising a Progress Summary by Provider Staff

Scenario Description:
After DDS reviews and requests revision of a Progress Summary, Providers are responsible for making
revisions and resubmitting the form to DDS for review.

Date of Approval 180 days after 15 days before next
in MEDITECH ISP meeting Planned ISP
meetin
ISP Meetlns Semi-annual PS Annual PS Due &
Due in 30 days in 30 days
— —
*- *—() KL
N e N
MEDITECH Semi-Annual Annual
Approval Flag Progress Summary Progress Summary
K - Alert
—
|
(,-_) - Due Date
First Steps:

¢ Navigate to Alerts

Roles and Responsibilities:

e Provider Data Entry Role : Submit a Progress Summary for Internal Review
e Provider Supervisor: Review a Progress Summary; Return a Progress Summary for Internal

Revision; Submit a Progress Summary to DDS Staff

Part I: Revising a Progress Summary Returned for Revision by DDS and Submitting for Internal

Review by a Provider Data Entry User

The following steps are completed by a Data Entry User

1) Provider Data Entry Users will receive an alert indicating that DDS has returned a Progress
Summary for revision. Click the “Revisions requested for proposed Progress Summaries” link in the

Alert message.

Health and Human Services Mass. o 2%
[Foms [om [ran i Tngvcn [rocus
Rt | At | M | 1 %3en | DPPC| Dot Exrcts. | DR Ul 1 I s | MT i | 5 Sparior T
Panding Alerts.
s e
7} - 1 0 dye). Consut tha a mapars
[T —— ] [Se——
Subecs Gk e e
(] (]
¥ =
Searchi ] St entie|
o Oste ol lert Alert ubject Aert Heszape
a oz Super I i . osjam1s
L |

The system redirects to the Progress Summary Switchboard.

2) To navigate to the Progress Summary Form, click the “Revision Requested” link in the Status

column.
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3) Review the Acceptance Criteria section and comments from DDS to identify the requested revisions.

= Prgress Sumemary
Previons rgress Summaries
v g i g T e f o by 34, forthe et 1wt
Progress 4l 18/04/3014 [Approved]

oy by 30, For tha et 12 msathe.

Skt Blatam (]

e s

|
ff‘ii[

4) Revise the Progress Summary Form to incorporate the suggested revisions.
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() Progress Summary
Previaus Progress Summaries.

Progress till 64/04/2014 (Approved)
Bruce is worbing k increaing his rate of pay by 20%, for the naxt 12 manths.

Srogress il 10/06/ 2016 (approved)
Bruce is working towards increasing his rate of pay by 30%, for the next 12 months.

Selected Progress Summary (Due Date: 06/03/2015)

Objective statnst
escribe whst progress bas besn mad tewards mesting this Objectives?

[Buce it e proceas o searin e difera 60 oiacomen. he ot spghec i thren separais postons 1 T

resources 4 n Objective:s

S Provider Supervisor Comments

Comments:

© Acceptance Criteria
Progress Summary Frequancy Qutaty
Indnidualiced ves
Inchuds. Relovant Strongths and towds os
Identfies Oppartunity for Development e
Comaiete ver

Comments:

(s | ot 5]

5) Click “Submit for Internal Review.”

Note: The Provider Supervisor can Request Internal Revision again if needed.

© Prgress summary
Previous Pragress Summaries
Progress il 04/04/2014 (Appraved)
Bruce s orbio board ncreaneg hisrats of pary by 30%, for the next 12 mant.
Progress Ul 10/00/2014 (Appraved)
Sruce 5 erking Aoveaeds ncrassin b ot o pay by 30%, fortha naxt 12 manths

Selacted Progress Summary (Due Date: 06/03/2015)

pr——
ssente mssetons e -

i Py - "
e "

S Provider Supervisor Comments

Commantss
© Acceptance Criteria

Progress Summary Frequency Quaterty

P— ver

Inchudes Relevant Strangtha and Neads ver

Uersiies Oppartanity foe Developmant "o

Cumrct ver

Compiae ver

Comments:

developmant

[pol chedk | [omse | [5ave ] [LSubm for oxernal Revie

The system will redirect to the Progress Summary Switchboard. The status of the Progress Summary will
change to “Submitted for Internal Review.”
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Part Il: Reviewing a Progress Summary Submitted for Internal Review and Submitting for DDS
Review by a Provider Data Entry User

The following steps are completed by a Provider Supervisor

1) Provider Supervisor receives an alert when Data Entry User submits a Progress Summary for internal
review. Click on “Progress Summaries Submitted for Internal Review” in the Alert message.

Health and Human Services Mass. o

Rapucts | Ak | Mise | 1M Utditoes | DPPC | Dot Extracts | DR Utsbes | 1K Ueiites | MT Utitie | 5C Sapervisor Tool
Banding Alarts
Tools - Alets » Puncing Alats - Panding Alarts

TS
[P — e
St [t o ,7
=
P P
Salect Date of Alert Alert Subject Alart Massage
a] 05/15/2005 Progreas Summaries Submitted for Intermal Review I 1‘

The system will redirect to the Progress Summary Switchboard with the Progress Summary in status
“Submitted for Internal Review.”

2) To navigate to the Progress Summary Form, click the “Submitted for Internal Review” link in the
Status column.

HCSIS ISP Module Page 32



ISP Assessments User Guide

Ahusd Mnebing Dt 4 /811 F0E4 [T Vs 52}

® dps

T T et st b

eI

Eum Dates

B bts o st Bommaies.

At Py s €185/ 7313 {pdinte Tonas TSP}

WA POV IVETID N

Even Dusten

APl Phoetinn Gistes ©5/03/ 3004 (1l Tomr 180}

[y v
L]

D | T
s dveat Py
[r=t] Lo
need O T
[T Ty ey

Aerest [ty

3

3355

55

8 B il inrmsen . ke o oy by 30V o s ot L3 st

| o s P [z
[ e st P e PR =
| s [t [T Yot Dacarvand tiskury [o]
aerest P St St [P ———— Cl
L] g e -

3) The system will display the Progress Summary form. By default all fields are expanded.

4) Review the “Acceptance Criteria” section to identify what revisions had been requested.

©) Progress Summary
Previous Propress Sumenscies
v e ot o by 00, forth st 12 ot
Progress till 16/06/2014 (Approved)

pay by 0%, for the
Selacted Progress Summary (Due Date: 06/03/2015)

Objective Statuss®
Doccribe what progress has besn made towards mesting this iver®

[Brce 181 e s o searing T 4 et o cacemmest. P hss g 1o e ssals peitins
an ipearn

n in strategies, resources

achi joctivn:®
e portrty o e, 1 b1l 1 1 i, S04 05adl S arts il b4 prodd 1 48 ik

® Provider Supervisor Comments.

S Acceptance Criteria
Progress Summary Frequency
[re—
Inciudes Relevant Strenpths and Needs
Kdenthies Oppartunity for Devalopment
Curent
Comptate
Camments:

The subimitied prograss summary form does not identfy opportuntes for developaent

[pe choce ] (e ] (mve ]

Suberic fox D05 Frviee | [ Ricuest for Intarmal Baviscn

5) Review the Progress Summary Form to validate that the requested revisions have been made.
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S Progress Summary
Brevious Progress Summaries

Prograss tll 04/04/2014 (Approved)

Bruce is working towards incravsing his rate of pay by 0%, for the next 12 months.

Progress till 10/06/2014 (Appraved)
torwards

pay by 0%, for the

Selacted Progress Summary (Due Date: 06/03/7015]

Objective Statuss Partialy tet ]
Describe what progress has been made towards mesting this Objective:*

[Brce i3 i e prosess o searin Fa # difevent o caceme. e hes spgbes i hee sesarate pestirs e postin, oy ]
Are thare. o resourca: chi

e o e = sones N

@ Provider Supervisor Comments
© Acceptance Criteria
Progress Sumary Frequency
P—
ectudes Relevart Stremgths ond fieds
Udentiies Opparturity foe Bevalopment
Currant
Comete

Conuments:

summary tes for developmant
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6) If all the requested revisions have been applied, click “Submit for DDS Review.”

O Progress Summary
Previous Progress Summaries

Progress till 04/04/2014 (Approved)
Bruce is working towards incraxsing his rate of pay by 0%, for the next 12 months.

Progress till 16/06/2014 (Approved)
taseards

pay by 0%, for the
Selected Progress Summary (Due Date: 06/03/2015)
Objective Status:*

Describe what progress has been made towards meeting this Objective:®
[Brce 15 0 g o coing T 3 il 45 saceshen. o st e 1 e seaals paidir 1 4 SRerad iy of 1 o, T i Bt va Tk inrasas i & iy Tha
!

Are thers o rosourcas i
e dow mucer mas asea

© Provider Suptrvisor Comments
© Acceptance Criteria
Proaress Sammary Freauency
Indvidualzed

Inciudas Relevart Strangths and Nesds
Hanthies Gppartunity for Developmant

Curract
Comtain
Comments:
ammary rm—
[pe chece ] [est ] wve ]

Note: Provider Supervisor can Request Internal Revision again if needed.

The system redirects to the Progress Summary Switchboard and the status of the Progress Summary

changes to “Submitted for DDS Review.”

HCSIS ISP Module

Page 34



ISP Assessments User Guide

Progeess Summary Review Switchboard
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Note: To Print the Progress Summary, click either the Word or PDF icon. Until the Service Coordinator
approves the Progress Summary, it will print with a watermark.

Actual Meeting Date: 03/05/2015 (Update Year ISP)

Progress Summary Due Date Provider Status Document History Print Document

@ Bruce will find a big activity he would like to do at the beginning of each quarter. He will then s

Semi Annual 09/01/2015 mitted For Internal Review! iew ment Hi (withy

Annual 02/18/2016 Not Started View Document History (WTS

@ ** Bruce will serve meals once a week at

Quarter 1 06/03/2015 Not Started View Document History Wity

Semi Annual 09/01/2015 Not Started View Document History (wWiTH]

Quarter 3 11/30/2015 Not Started View Document History W’Z‘

Annual 02/18/2016 Not Started View Document History Wi

@ Bruce will increase his rate of pay by 30%, for the next 12 months.

Quarter 1 06/03/2015 Approved View Document History (Wit
Next Steps

e Provider Data Entry Users and Provider Supervisors should continue tracking progress. If
desired, it is possible to access the next Progress Summary and record information in it. It is not
possible, however, to submit a Progress Summary until 30 days prior to the due date.

o DDS Staff will be responsible for reviewing the Progress Summary, and approving or requesting
additional revision.

e Provider Data Entry Users and Provider Supervisors are able to monitor the individual's Progress
Summary Switchboard to view the progress of any revisions.

e The status of a Progress Summary changes to “Approved” when DDS Staff has approved the
Progress Summary.

e Provider Data Entry Users and Provider Supervisors receive an alert when a Service Coordinator
approves all of an individual's proposed Progress Summatries.

e If an OSS is identified as in Met or Discontinued status in a Progress Summary during an ISP
update year, the objective will be recalled in the subsequent year.

e If an objective is determined to be met or discontinued as a part of a Semi-annual or Annual
Progress Summary, subsequent Progress Summaries for that objective will not be required.
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Reviewing and Approving an ISP Progress Summary by DDS Staff

Scenario Description:

Once a Provider submits a Progress Summary, Service Coordinators or Service Coordinator Supervisors
are responsible for making revisions and resubmitting the form.

Date of Approval 180 days after 15 days before next
in MEDITECH ISP meeting Planned ISP
meetin
ISP Meeting Semi-annual PS Annual PS Due &
Due in 30 days in 30 days
— —
* () Y (1)
MEDITECH Semi-Annual Annual
Approval Flag Progress Summary Progress Summary
K - Alert
—
|
(,-_) - Due Date
First Steps:

¢ Navigate to alerts

Roles and Responsibilities:

e Service Coordinators: Review Progress Summary, Request Revision of Progress Summatry,

Approve Progress Summary

e Service Coordinator Supervisors: Review Progress Summary, Request Revision of Progress

Summary, Approve Progress Summary

Once the Provider Agency completes revision, they will submit the Progress Summary back for DDS
review. Service Coordinators will receive an alert every Tuesday and Friday for any Progress Summary

submitted for review by Provider agencies.

1) Click on the “Progress Summaries submitted for review” link in the alert message.

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

@ Please be aware alerts will be

deleted on the alert

ALERT SEARCH CRITERIA

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

Module: [Individual Supports Plan v

Subject: | Provider has submitted Progress Summaries

}

Search

Reset

[ —

Show entres|

Select Date of Alert Alert Subject

Alert Message

[

[} 09/16/2015 Provider has submitted Progress Summaries

for review by: Plbvider: 1
; 015

.; Progress Summaries evaluation due by: 07/09/2015;

The system will redirect to the Progress Summary Review Switchboard and the resubmitted Progress
Summaries will display in “Submitted for DDS Review” status.
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2) To navigate to the Progress Summary Form, click the “Submitted for DDS Review” link the Status

column.
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3) Review the Progress Summary Form to validate that the requested revisions have been made.

HCSIS ISP Module

Page 37



ISP Assessments User Guide

(= Progreas Sumimary.
Previne Frgrese R

[T ey p—y
for the mert 12 manti.

Pragress Vil 1604/ 7014 [Appreved)
W, for tha mart 17 metie,

Clpactive Statune

Sutady et

B b b oy of tha prasiscns, b il of g, Tha

gt o e

2 Aeraptancn Criteris

Al Muxgtarnn Crtaria Mot

Snchudes habevact Strencthn nd Hesds
B Ly e

(]

4) Complete the “Acceptance Criteria” Section by selecting values from the dropdown. If all revisions
have been applied, click “All Acceptance Criteria Met.”

Note: This will convert all of the drop-down fields to “Yes.”

{2 Progress Sammary
revis Progress Summaries.

Pragreus 0404 T0L [Apsreved)
[ -

Pragress 1l 16/ 08 T018 [Appreved)

Sbucted Prograns Sy (ue Data: 600/ 2015)

Pactiaiy et

(st ] [t | [ ]

[t i | [ |

5) If no longer applicable, delete or revise the notes in the “Comments” the text box.

© Progress Sammary
Pravious Prograss Summaries

Progress tll 04/04/2014 (Approved)
for the next 12 months.

Prograss till 10/06/2014 (Approved)
for the next 12 months.

(Bue Date:
Objective Status:®
Objectives®

Partally Met

An update wil be provided a that time.

positions. be will achieve his increase in rate of pay.

g for & differert job placement.

him.

The job in i

L

[t o ] [aser ] [ave ]

[(Reguest vision | [Rpseow ]

6) Click “Approve” to approve the Progress Summary.
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The system will redirect to the Progress Summary Review Switchboard and the status of the Progress

Summary will change to “Approved.”
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Note: To print a completed Progress Summary, click the PDF or Word icon in the Print Document
column. The Progress Summary Form will print with a draft watermark until it has been approved.
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Progress Summary Review Switchboard
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Next Steps

e Providers will receive an Alert to revise the Progress Summaries.

e Service Coordinators or Service Coordinator Supervisors can continue reviewing other Progress
Summaries.

e An objective that is met or discontinued in the Progress Summary will still be recalled in an ISP
update year.

e If an objective is determined to be met or discontinued as a part of a Semi-annual Summary,
subsequent Progress Summaries for that objective will not be required unless that objective is
included again as part of the ISP.

o If an objective is determined to be met or discontinued as a part of a Semi-annual Summary,
subsequent Progress Summaries for that objective will not be required unless that objective is
included again as part of the ISP.

e If a Service Coordinator mistakenly includes an objective in the ISP document and the Provider
initiates work on the Progress Summary, the objective cannot be unselected. In this scenario, the
Progress Summary must be deleted by the Help Desk. Once the Progress summary is deleted,
the SC can then unselect the objective.

e If a service ends, a Service Coordinator needs to contact help desk to request deletion of the
Progress Summary. In this scenario, because providers lose access to that individual when a
service ends, providers are required to complete next Progress Summary off-line.
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