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1. FUTURE CASE MANAGEMENT PROCESSES

The future Consumer Electronic Records Management System should be the integrated
system-of-record for all Case Management information kept by the Department and all
21 Regional Centers. The purpose of a CERMS system is to streamline, integrate, and
automate workflow across Regional Centers for internal and external users to complete
essential business tasks. These tasks include core case management, Service Provider
management, Service and service compliance management, and reporting. The
ultimate resolution for DDS would be a cohesive case management business model
based on asingle case management technology solution to effectively manage and
monitor case management administration.

The future state solution goals for the Department include a variety of process changes
and new functionality. At the core of those goals is a desire for consolidated, accurate
case management data with increased automation and reporting capabilities. Future
state functionality should minimize the need for manual entry and external tracking, as
well as allow for a complete end-to-end picture to allow for more streamlined case
management administration.

1.0 Case Management Business Capability Model (BCM)

The table below includes the CERMS Business Capability Model and all major business
processes related to the Department and Regional Center Case Management
administration. These Level 3 Business Processes tie to the mid-level functional
requirements. There are several mid-level functional requirements required for each
Level 3 business process to be successfully completed.

Table 1: CERMS BCM

Level 1 Level 2 Level 3 \
1.0 Consumer e 1.1 Consumer e 1.1.1 Maintain Consumer Record
Management Record Information
Management e 1.1.2 Manage Consumer Portal
e 1.2 Applicant Intake | 1.1.3 Process Self-Determination
& Assessment Program Enrollment
e 1.3 Individualized e 1.1.4 Process Consumer Transfer
Plan Creation & e 1.2.1 Process Applicant Intake
Maintenance e 1.2.2 Process Applicant
Assessment

¢ 1.3.1 Manage Individualized
Program Plans

2.0 Service e 2.1 Service Provider e 2.1.1 Maintain Service Provider
Provider Record Record Information
Management Management e 2.1.2 Manage Service Provider

e 2.2 Service Provider Portal
Enrollment e 2.2.1 Process Service Provider
Enrollment
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Level 1 Level 2 Level 3 \
3.0 Services e 3.1 Service Requests | e 3.1.1 Process Service Requests
Management & Authorizations e 3.2.1 Monitor Service Providers
e 3.2 Service e 3.2.2 Process Special Incident
Monitoring Report (SIR)
e 3.2.3 Process Corrective Action
Plans (CAP)
4.0 Reporting e 4.1 Manage Reports | e 4.1.1 Manage Reporting
e 4.2 Waivers e 4.2.1 Process Waiver Enrollment
e 4.2.2 Manage Waivers

20 Case Management To-Be Processes

From January 2023 through April 2023, the DDS project team comprised of DDS
management, subject matter experts (SMEs), Regional Center representatives, and
business process consultants created process workflows and mid-level requirements
reflective of desired future state. The tfeam developed these process workflows and
mid-level requirements by analyzing current state processes and hosting 16 group
brainstorming and workshops with subject matter experts and Regional Center
representatives to determine desired changes to the current state. These changes and
desired future functionality are represented in all future state workflows and mid-level
requirements.

The project team has developed 17 workflows with associated mid-level requirements
to reflect future state process and functional needs. The processes are summarized in
the table below and the process flows can be found in Section 4: To-Be Workflows.

Table 2: Case Management Processes

Process Process Summary

1.0 Case e 1.1 Consumer Records Management: Consumer Records

Management Management processes which are directly related to the
creation and maintenance of Consumer record data and
status within the RC.

e 1.2 Consumer Intake & Assessment: The Consumer Intfake &
Assessment processes cover the applicant’s initial contact
with the RC to the establishment of the applicant’s eligibility,
assessments, and assignment of a Service Coordinator for
both Lanterman and Early Start Consumers. In these
workflows, the entity requesting services is known as an
‘applicant’ as opposed to a ‘Consumer,’ because their
eligibility determination is still in progress.

e 1.3 Individuadlized Plaon Creation & Maintenance: The
Individualized Plan Creation & Maintenance workflows
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Process Process Summary

cover the creation, development, and maintenance of
Consumer individualized plans, also known as the Individual
Program Plan (IPP) and Individual Family Services Plan (IFSP)
for Early Start Consumer. The IPP and IFSP are records of the
decisions made by the planning team over the course of
several detailed, personalized planning sessions with the
Consumer and their family. The objective of both the IPP
and IFSP process is to identify a plan that will help the
Consumer achieve their goals and outcomes while
addressing their needs.

e 2.1 Service Provider Record Management: The future state

2.0 Service . -

Provider processes upder Service Provider Monogemgn’r cover a

Management comprehensive, end-to-end range of the Service Provider
lifecycle, starting from the creation of the Service Provider
record.

e 2.2 Service Provider Enrollment (Vendorization): The Service

Provider Enrollment process, also known as ‘Vendorization,’
defines the proposed process by which a Service Provider
can be contracted with a Regional Center in order to begin
providing services for Consumers.

3.0 Service e 3.1 Service Requests & Authorizations; The future state

Management Services Management business processes cover the

activities that result in a service being initiated, and at what
point they interact with the financial accounting processes.

e 3.2 Service Monitoring: Service Monitoring efforts are needed
when special incidents or substantial inadequacies are
identified for any of the contracted Vendors. These activities
can be initiated through Vendor Monitoring processes, self-
identification from the vendors, Consumer planning visits
(observation by SC) or anonymous referrals.

e Reporting: Throughout the course of case management
activities, the RCs are also responsible for reporting on
Consumers and the services they receive, the amount of
time and money spent on those services, the disparities
within those administered services, and on various Service
Provider information.

4.0 Reporting

e 4.2 Waiver Management: The Reporting functional area also
covers the process of enroling and managing Consumer’s
Waiver enrollment status (including re-enrollment, un-
enrollment, and recertification).
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2. FUTURE CASE MANAGEMENT TECHNOLOGY AND SYSTEMS

The diagram below describes the future systems and conceptual data flows to support
the To-Be vision for case management and financial management. The corresponding
case management workflows are contained in Section 4 To-Be Workflows.
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3. TO-BE WORKFLOW LEGEND

All the To-Be business process workflows that appear in the next section were created
using Microsoft Visio. Each workflow shape is associated with a standard concept.
These concepts are outlined below.

Symbol

Name

Definition

Decision

A ‘decision’ shows a decision point,
shown as yes/no or other types of
decisions. Each path emerging from the
decision is labeled with one of the
possible answers.

Event
Start/End

An event that indicates where a particular
process starts or ends. The start event
starts the flow of the process and does not
have any incoming sequence flow but
can have a trigger. The end event ends
the flow of the process, and thus will not
have any outgoing sequence flows.

Interface

The interface icon represents data
communications going from one
elecftronic system to another.

Document

Any document used/created in the
process. This includes forms and reports. If
the document is a form — indicate form
name and/or number.

<>
E

Connector
(On Page)

This object is used to connect process
steps within the same business process to
avoid crossing sequence lines for
readability.

\

Connector
(Off Page

This object is used to connect process
steps on different pages in order to
demonstrate inter-process dependencies
and downstream impact.

*Note: Blue off page connector icons are
related to CERMS processes, while white
off page connector symbols are related
to UFSM processes.
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manual interaction.

Symbol Name Definition
Sequence | This connecting object shows the order in
> Flow which activities are performed in a
process. Sequence flows are represented
with a solid graphical line.
Association | An association is used to indicate
——————— > associations between data objects, text,
and other artifacts with flow objects.
Manual A manual task is work that is performed
Task manually. A task is a type of activity.
Sub- The icon identifies when the process
Process continues to a different, unrelated
process.
System A system task is work that is performed by
Task or with the assistance of a system. A task is
a type of activity. The name of the system
should be identified within the task. Note:
Excel spreadsheets should use the system
task symbols.
Grey A gray in symbol indicates when a system
Symbols | task, decision or activity is automated,
O and does not require manual interaction.
Unshaded | An unshaded symbol indicates when a
<> Symbols | system task, decision or activity is a
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4. TO-BE WORKFLOWS

1.0 Consumer Management

The future state Consumer Management workflows cover a wider range of functionality
including the use of a standardized and consolidated Consumer record, a dedicated
Consumer portal, and streamlined Intake and Assessment processes that cover both
Early Start and Lanterman eligible Consumers. Consumer Management also entails the
creation and maintenance of the Consumer’s IPP or IFSP — the central document which
keeps frack of the Consumer’s ongoing services, goals, outcomes, and other
information.

1.1 Consumer Record Management: 1.1.1 Maintain Consumer Record
Information
This process Includes functionality related to the creation, maintenance, and storage of
information entered in the Consumer portal of the solution.
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Personal
Information

Name (Preferred & legal)
Preferred Languages
Preferred Pronouns

Contact Information (Contact
preferences, phone number,
email address, physical
address)

Health Insurance Information
Relationship/Family
Information (Parents, Legal
Guardians, Educational
Representatives)

School information
Residence information
Person-Centered Plan (PCP)

Employment

Employer Information
Employment history
Information
Active/Ongoing
Employment Information
Employment goals,
objectives & milestones

“My Stuff”

Communications
Documents

Surveys

Calendar

Helpful links (DDS, RC
Websites, NCI Surveys)

Medical/
Diagnostic

Assessment/Evaluation
reports and reviews
Diagnostic information/
verification

Prescription medication
information

CALIFORNIA DEPARTMENT OF DEVELOPMENTAL SERVICES

1.1.1 Maintain
Consumer
Record
Information
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Service
Information

Assigned Service Coordinator
(Name, Regional Center,
Contact Information)
Assigned Service Providers
Assigned Care Providers
Service appointment
reminders

Listing of ongoing services
History of previous services
and service providers

View IPP/IFSP, Initiate IPP/
IFSP Planning session
SIR/CAP impact Information
Consumer Satisfaction
Surveys

Self-Service for Consumers

Legal
Information

Conservatorship Information
Trust Information

Judicial Commitments

Track Record Releases
Subpoenas

Death/Burial Information
Appeals/Appeal Status

Financial

Trust-related requests &
information

Self Determination Program
budget & spending plan
information

Service Requests & Purchase
of Service history information
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1.1 Consumer Record Management: 1.1.2 Manage Consumer Portal

This process includes functionality which allows Consumers to view pertinent information
related to their record and make changes if desired or needed.

| Consumer Portal

Initiations:
ChN;‘;g‘e o‘f‘address/demographics Consumer Transfer Status
Trust Disbursement requests SDP Enrollment/Eligibility
Transfer Requests Trust Disbursements
SDP Enrollment Requests Waiver Enrollment
IPP/IFSP Review Schedule Requests UFSM Processes
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1.1 Consumer Record Management: 1.1.3 Process Self Determination
Program Enroliment

This process includes functionality related to the process of enrolling a Consumer into
the Self-Determination Program (SDP). SDP enrollment allows Consumers to create their
own Person-Centered Plan (PCP) for services & supports using an approved budget
and the creation of a spending plan using the budget.

1.1.3 Process Self Determination Program Enrollment

[ nwenasor [\
Orientation & | | i

" updateportal | | Decide to enroll in
with certification SDP waiver?

5 e\

. Create Spending
g ?:.E‘;T\I::: “ “ Engage transition 4-( i \‘ ‘1 FMSV\TT’”
E 3 (T enrolled?
£ poliners | | support? FMS Vendor
° Y

Yes

Notify consumer
of ineligibility.

RC Staff

Eligible for SDP
Enroliment?

Update SDP
financial
i ion with

spending plan
information

FMS Vend

o

3

<

a

&

@

£

2

g
a
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1.1 Consumer Record Management: 1.1.4 Process Consumer Transfer

This process includes functionality related to the process of transferring a Consumer from
one Regional Center to another. This can include a full transfer, or a 'share' scenario, in
which the Consumer is active at more than one Regional Center at a time.

1.1.4 Process Consumer Transfer

Consumer
Portal

Submit
consumer
transfer request

Assign Service
Coordinator

NE
@ Requesting RC

Update
Consumer
record to reflect
new Regional
Center

Notify Consumer
and Service
Coordinator

alidate completed
& up to date

documentatio H

erminate in-flight
services?

Request
additional
documentation

Staff
@ Sending RC

Terminate in-
flight services

IPP/IFSP

End

Service Coordinator
@ Requesting RC
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1.2 Applicant Intake & Assessment: 1.2.1 Process Applicant Intake

This process includes functionality related to the process of enrolling a Consumer with a
Regional Center. This process initiates the Assessment process.

1.2.1 Process Applicant Intake

Applicant

Provide

Submit inquiry signature

Transfer needed? ~Ves
(Status: R, S, D)

No
v
Prior eligibility Assign unique Lar:g:rrr‘rt\:x o Create consumer Capture referral Send notification
I ? — identi record
established? No-» |dent|ﬁer to — Early Start Intake —_ ——>  dates anr! set —> to consumer for
(Status: 0-6, 8,9) applicant response timers signature

Type

| ©
Yes
v

goyisions) Assign Service

el:g:?uluw —No—+  Coordinator to
established? —
(Status: U)

©

Intake Processing Staff

Yes
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1.2 Applicant Intake & Assessment: 1.2.2 Process Applicant Assessment

This process includes functionality related to the process of assessing incoming
Consumers for eligibility for services as well as an analysis of appropriate service types.

1.2.2 Process Applicant Assessment

Applicant

Appeal
ineligibility
determinatig

Appeal Process

Appeal granted?

Deter'mine Yes
required
assessments/
evaluations
&=
S
&a
g
& Assign Service
Q Coordinator to —
<] consumer
p
< ternal o Notify
8 external Conduct internal consumer of
= Internal—»| v
= assessment/ assessment/ ineligibility
aluations? evaluation (NOA)
External N‘o
g
c
2 e Compile docs and )
= b conduct Eligible for RC ey
o+ assessment/ services? fa P
& B M eligibility
@ evaluation review
=
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1.3 Individualized Plan Creation & Maintenance: 1.3.1 Manage
Individualized Program Plans

This process includes functionality related to the creation, maintenance, and storage of
each Consumer's Individualized Program Plans (for standard/Lanterman Consumers, the
IPP. For Early Start Consumers, the IFSP). Each plan details the Consumer's goals, desired
outcomes, and specific needs to determine the most appropriate services and
supports.

1.3.1 Manage Individualized Program Plans

g No
=
= Submit e- -
& Revisions. ‘Approve IPP/ signature for ot
& |
£ Yes: P No ik Yes—» s ineligibiity >-Ves{ | Appeal Process
3 determination?
g approval No
Z
5
. é
Intake
Schedule
Individual Type of Service
Program Available?
Planning session h"es
Transfer Generic
Services
s 1PP/IFSP Review | [ No
= Conduct ( )
£ Planning session
3 D
g Services not
o covered
S I O N @ . . I
s by policy  services e
3
“ Service aiver covered
Provider(s) by policy
available?
Submit service
A o<t )
1PP/IFSP Services
Yes
|
Conduct oprove
requested
exception review °
services?
[}
3
= No
g v
<
Send Notice of
Action (NOA) to
Consumer
@B
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2.0 Service Provider Management

The future state processes under Service Provider Management cover a
comprehensive, end-to-end range of the Service Provider lifecycle, starting from the
creation of the Service Provider record to the ongoing management of the Service
Provider’s billing and rate information.
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2.1 Service Provider Record Management: 2.1.1 Maintain Consumer

Record Information

This process includes functionality related to the creation, maintenance, and storage of

information entered in the service provider portal of the solution.

Service Provider
Information

Organization Name
Organization Address/
Catchment Area
Enrolled/Contract Status
Program Design
Information
Tax/Insurance information
Related business entity
information

Staff Information

Add/Update Staff information
(demographic, historical,etc)
Staff Names

Staff qualification information
(certifications, bilingual, etc.)
Consumer Assignments

Compliance

SIR/CAP deadlines
CAP Response
Audit Response
Appeal information

Reporting capabilities
(Outcomes)
Reporting capabilities
(compliance)

‘My Stuff’

= Notifications

= Reminders

= Communication with
RCs, DDS
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Scheduling

= Availability/Capacity
= Calendar/Scheduler

Consumer
Information

= Active consumer
information

= Former consumer
information

Financial
|Information (UFSM),

= Service Authorization
Status

= Billing/invoice
Management

= Payment Status
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2.1 Service Provider Record Management: 2.1.2 Manage Service Provider
Portal

This process includes functionality which allows Service Providers to view pertinent
information related to their record and make changes if desired or needed.

Service Provider
Portal

Process
Initiations:

*Not an extensive list

Change of address/demographics

Compliance Review/Monitoring
New Service approvals (Vendorization) Status

Invoicing Authorization Notifications

Compliance follow-up actions Invoice Status

Special Incident Reporting Audit Status
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2.2 Service Provider Enroliment (Vendorization): 2.2.1 Process Service
Provider Enroliment

This process includes functionality related to the process of enrolling a Service Provider
in order to make them a contracted Service Provider for a particular Regional Center.

2.2.1 Process Service Provider Enroliment

[ submitservice / \
provider | |

a Re e
H Proanr " appea
S Enrollment | Yes Enrollment No- ineligibility
& \ \ termination?
] request packet info
3 \ \/
=
3
&
Postservice | | Create Service
| Provider | A‘;'rﬁ;‘:?'“ — No—» Provider record
|\ solicitation | |
=) ‘ j
2
= Yes
5 ‘
& Identify
- en
£ Inform Service
o appropriate g
E NewServices? ——ves—» _PPIOPRALE Provier of
9 & notify staff Ineligibility
: ©
) |
(=) No
o] v
s
o
2
&
s
g en No
2
3
&
planege SP Manage Update Service Notify Service
Yes e Rates Providerrecord > providerof
approval @

Yes

Update Service
A iy Provider record | |
prove No—»| with requested |  |—»f

Provider? \ o
revisions to rate/| |
\ program design \ / No
Yes
Appeal granted?

DDS

v

Update Service Manage
Provider record Rates DI;Sr :C;::a\
and notify RC

I
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3.0 Services Management

The future state Services Management business processes cover the activities that result
in a service being initiated and flow seamlessly through the financial accounting
processes. These processes also cover the Service Monitoring efforts needed when
special incidents or substantial inadequacies are identified for any of the contracted
Vendors. These activities can be initiated through Vendor Monitoring processes, self-
identification from the vendors, Consumer planning visits (observation by SC) or
anonymous referrals.

3.1 Service Requests 3.1.1 Process Service Requests

This process includes functionality related to initiating and completing a request for
services from an enrolled service provider for a particular Consumer.

3.1.1 Process Service Requests

Validate Service
Request
Send notice of
authorization to
Service Provider Manage
POS
nnnnnn

RC Staff

Render
authorized
services

Service Provider

Page 22 of 93



CALIFORNIA DEPARTMENT OF DEVELOPMENTAL SERVICES DDS RFI T6655

3.2 Service Monitoring: 3.2.1 Monitoring Service Providers

This process includes functionality related to the tracking and monitoring of service
provider practices to ensure that they are in compliance with DDS and other governing

policy.

3.2.1 Monitor Service Provider

Vendor
Audits
£
©
(]
=
2
= Document
.g monitoring
8 findings and
= Document corrective
é Conduct site visit | ——»| evaluation actions
findings
No
Follow up site
Other actions Yes-»] visits, contact
needed? third party
= istribute agency, etc.
< . 5
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3.2 Service Monitoring: 3.2.2 Process Special Incident Report (SIR)

This process includes functionality related to creating, submitting, and resolving a
Special Incident Report for a service provider. Special Incident Reports provide an
opportunity for Consumers, service providers, or even third-party observers to submit
concerning observations for follow up investigations.

3.2.2 Process Special Incident Report (SIR)
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3.2 Service Monitoring: 3.2.3 Process Corrective Action Plan (CAP)

This process includes functionality related to creating, submitting, and resolving a
Corrective Action Plan (CAP). A CAP is initiated when a service provider has been
identified as having a 'substantial inadequacy' which can result in a sanction applied to
the Service Provider, meaning services are no longer suitable for Consumers.

3.2.3 Process Corrective Action Plan (CAP)
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4.0 Reporting

Throughout the course of case management activities, the RCs are also responsible for
reporting on Consumers and the services they receive, the amount of time and money
spent on those services, the disparities within those administered services, and on
various Service Provider information. The Reporting functional area also covers the
process of enrolling and managing Consumer’s Waiver enrollment status (including re-
enrollment, un-enroliment, and recertification).

4.1 Manage Reports: 4.1.1 Manage Reporting

Please see the Mid-Level requirements for 4.1.1 — Manage Reporting for an overview of
reporting business needs.

4.2 Waivers: 4.2.1 Process Waiver Enroliment

This process includes the functionality related to the enrollment of Consumers onto a
Federal Waiver which allows their services and supports costs to be waived at a federal
level. Each waiver's eligibility criteria is defined by the service type in the Consumer's
purchase of service history.

4.2.1 Process Waiver Enroliment
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cal, CDER Service/
POS History)
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4.2 Waivers: 4.2.2 Manage Waivers

This process includes functionality related to the management of the Consumer's
enrollment status, including processing un-enroliments and re-certifications.

4.2.2 Manage Waivers
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5. CURRENT MANAGEMENT PROCESSES (Additional Info/Supplemental)

From March 2022 through October 2022, the DDS project team comprised of DDS
management, subject matter experts (SMEs), and business process consultants,
documented and analyzed the current state, or “as-is “case management processes.

The project team performed individual research and information gathering,
participated in over 20 team meetings, conducted facilitated sessions and interviews
with three (3) levels of stakeholder groups including a group of internal DDS
stakeholders, a stakeholder group from six (6) represented RCs and the Association of
Regional Center Agencies (ARCA), and a stakeholder group from all twenty-one (21)
RCs, participated in four (4) site visits for day in the life (DITL) sessions, modeled the
required business processes, and identified process issues and existing challenges.

The project team developed 13 “as-is” case management processes and narrative
descriptions. The processes are summarized in the table below. The process flows and
narrative descriptions are specified in Section 7: As-Is Narratives and Workflows.

Table 3: Case Management Processes

Process Process Summary

1.0 Consumer The management of Consumer information includes the
Management ability to create and maintain a unigue Consumer record, the
applicant’s initial contact with the RC to the establishment of
the applicant’s eligibility, assessments, and assignment of a
Service Coordinator for both Lanterman and Early Start
Consumers, and the creation, development, and
maintenance of Consumer individualized plans, also known as
the Individual Program Plan (IPP) and Individual Family
Services Plan (IFSP) for Early Start Consumer. The IPP and IFSP
are records of the decisions made by the planning tfeam over
the course of several detailed, personalized planning sessions
with the Consumer and their family. The objective of both the
IPP and IFSP process is to identify a plan that will help the
Consumer achieve their goals and outcomes while
addressing their needs.

e 1.1 Consumer Records Management
e 1.2 Consumer Intake & Assessment
e 1.3 Individualized Plan Creation & Maintenance
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Process Process Summary

2.0 Vendor Vendor Management includes the ability to create and
Management maintain information related to the Vendor, including but not
limited to the Service Provider's name and other standard
information, program design specifications, tax and insurance
information, and service information. This functional area also
covers the ability to manage Vendor billing and rate
information.

e 2.1 Vendorization
e 2.2 Vendor Monitoring

3.0 Service The management of Services includes the creation and
Management delivery of a request for service, through the implementation of
services and quality assurance measures to be implemented
on the Service Providers who administer services to the
Department’s Consumers.

e 3.1 Service Requests (1 business process workflow)
e 3.2 Service Monitoring (2 business process workflows)

4.0 Reporting Reporting represents the functionality that allows users to
compile data regarding the Consumers and/or the Service
Providers. This area also represents the management of
Consumer waiver data, which provides the ability to indicate
which Consumers are eligible for available waiver program, or
if they are currently enrolled in a waiver program.

e 4.1 Compliance Reporting
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6. AS-I1S WORKFLOW LEGEND (Additional Info/Supplemental)

All the As-Is business process workflows that appear in the next section were created
using Microsoft Visio. Each workflow shape is associated with a standard concept.
These concepts are outlined below.

Symbol

Name

Definition

Start/End

An event that indicates where a particular
process starts or ends. The start event starts
the flow of the process and does not have
any incoming sequence flow but can
have a trigger. The end event ends the
flow of the process, and thus will not have
any outgoing sequence flows.

Process or
Task

A process or task is reflective of work that is
performed to achieve and complete a
business process.

<>

Decision

A ‘decision’ shows a decision point,
shown as yes/no or other types of
decisions. Each path emerging from the
decision is labeled with one of the possible
answers.

v

Sequence

This connecting object shows the order in
which activities are performed in a
process. Sequence flows are represented
with a solid graphical line. Each flow has
only one source and only one target.

.

Database/
System

Represents any system used to perform a
process step or task.

Document

Any document used/created in the
process. This includes forms and reports. If
the document is a form — indicate form
name and/or number.
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Symbol Name Definition
Connectors | This object is used to connect process
(On Page) | steps within the same business process to
avoid crossing sequence lines for
readability.
Connectors | This object is used to connect process
(Off Page) | steps on different pages in order to
demonstrate inter-process dependencies
and downstream impact.
Message | A message flow is used to indicate an
—————— > Flow associated communication or notification
that goes along with a specific process
step or task.
Association | An association is used fo indicate

v

associations between data objects, text,
and other artifacts with flow objects.
Associations can be unidirectional or
bidirectional and are used to show the
inputs and outputs of activities.
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7. AS-IS NARRATIVE AND WORKFLOWS (Additional Info/Supplemental)
1.0 Case Management

Consumer Management is made up of the Consumer Records Management
processes, which define the creation and maintenance of Consumer record data and
status within the RC, the Consumer Intake & Assessment processes, which covers the
applicant’s initial contact with the RC to the establishment of the applicant’s eligibility,
assessments, and assignment of a Service Coordinator for both Lanterman and Early
Start Consumers and Individualized Plan Creation & Maintenance workflows, which
cover the creation, development, and maintenance of Consumer individualized plans,
also known as the Individual Program Plan (IPP) and Individual Family Services Plan
(IFSP) for Early Start Consumer. The IPP and IFSP are records of the decisions made by
the planning team over the course of several detailed, personalized planning sessions
with the Consumer and their family. The objective of both the IPP and IFSP process is to
identify a plan that will help the Consumer achieve their goals and outcomes while
addressing their needs.

1.1 Consumer Records Management: 1.1.1 Self Determination Program
(SDP)

The following workflow and narrative exhibits depict the current business processes for
1.1.1 Self Determination Program:

Self Determination Program (rev 2/2/2023)

DDS Fiscal

FMS Vendor
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m Activity m Activity Description Systems/Tools

The Consumer contacts the RC in
order to acquire SDP enrollment
information and support.

The RC Staff member checks if the
Consumer meets the criteria for
enrolling in SDP.

If the Consumer is eligible for SDP
enrollment, resume the process at
step 3.

If the Consumer is not eligible to
enroll at that time, end the process.

The Consumer attends and
completes the SDP Orientation.

The RC staff member offers any
additional services and support
needed o assist the Consumer to
enroll in SDP.

The Consumer has the option to
engage an independent facilitator
or an FMS provider to assist them
with the SDP enrollment process.

If the Consumer chooses to engage
an independent facilitator or FMS
provider, resume the process at
step 6.

If the Consumer chooses to not
engage an independent facilitator
or an FMS provider, resume the
process at step 7.

The Service Coordinator initiates the
Service Request/Purchase of
Service process.

The Service Coordinator verifies that
the orientation has been
completed by the Consumer and
that a Person-Centered Plan (PCP)
exists for the Consumer.
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m Activity m Activity Description Systems/Tools

Work with IPP | RC Staff The Service Coordinator works with 12-month
tfeam to the Consumer’s IPP team to create expenditure
create and and certify the Consumer’s SDP report (SANDIS or
certify Budget budget based on the last 12 UFS)
for Individual months of POS spent for services Excel or word
and the services documented in document
the IPP.
9 Initiate the RC Staff The Service Coordinator initiates the | 8
Individual IPP process at step 15 to complete
Program Plan an IPP review session and resumes
(IPP) Process the SDP process af step 10.
10 Develop Consumer | The Consumer develops a spending | 9,13 Excel or word
spending Plan plan based on their needs for document

services and within the certified
budget amount.

11 Review RC Staff The Service Coordinator conducts a | 10
spending plan review of the spending plan to
ensure that the items specified by
the Consumer are within the
certified budget amount and align
with the Consumer’s goals and

needs.

12 Determine if RC Staff The Service Coordinator determines | 11
goods & if the goods and services listed in
services are the Consumer’s spending plan are
eligible eligible.

If the goods and services are
eligible, resume the process at step
14.

If the goods and services are not
eligible, a reconvening of the IPP
Team is held to discuss options to
meet the needs of the Consumer
with eligible goods and services,
and the process resumes at step 13.
A Notice of Action (NOA) may be
sent to the Consumer.

13 IPP tfeam Consumer | The Consumer meets with the IPP 12, 14
meet to team to discuss and determine
discuss alternatives to ineligible services.

alternatives Resume the process at step 10.
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m Activity m Activity Description Systems/Tools

Determine if RC Staff The Service Coordinator determines
generic if generic services are available for
services are any of the listed items on the
available Consumer’s spending plan.

If generic services are not available,
resume the process at step 15.

If generic services are available,
resume the process at step 13.

15 Determine if RC Staff The RC staff determines if the 14
the Consumer Consumer is eligible for the SDP
is eligible for Federal Waiver.

SDP Federal If the Consumer is eligible, resume
Waiver the process at step 16.
If the Consumer is not eligible for
the SDP Federal Waiver, resume the
process at step 17.

16 Federal RC Staff The RC Staff initiates the Federal 15
Waivers Waiver Eligibility process at step 3.
process

17 Submit RC Staff The RC Staff submits service 15 SANDIS, UFS
Service requests for all SDP services.

Request for
SDP services

18 Enter services | DDS Fiscal | The DDS Fiscal team member enters | 17 eBiling, UFS
and budget the services and budget data into
data eBilling
19 Provide FMS Vendors identified in the IPP provide | 18
Servicesand | Vendor the services. The FMS Vendor
submit submits invoices to the RC for
reimbursemen payment. The FMS Vendor pays the
f claim Vendors for services rendered.

(Note: Vendors may also bill directly
fo the RC for SDP services outside of
the Consumer’s spending plan — for
example, Paid Internship Program
funding).
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1.1 Consumer Records Management: 1.1.2 Consumer Transfer

The following workflow and narrative exhibits depict the current business processes for
1.1.2 Consumer Transfer:

Consumer Transfer (evo/1/2022)
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S}
13
o0
5
=3
(%]
]
=
3
@
3
®

3
Work with
Requestor to
complete

Information
erificatio

@ Sending RC

7 ]
Initiate IRCT Provide additional Complete Electronic
(compile documents) information Case Transfer

IRCT Coordinator
@Sending RC

8
Review IRCT and 6 Initiate Electronic
Documentation IRCT Packet Case Transfer
(Q/cC for eligibility & Complete?, (includes status
| o

Assign to SC

IRCT Coordinator
@Receiving RC

Notify Consumer

Notification
of
Acceptance
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Request for Staff @
case details Requesting
RC
2 Information Staff @
Verification Sending RC
3 Work with Staff @
Requestor to Sending RC

complete

RC staff contacts the RC that
has the Consumer record for
case file/details for a
potential Consumer transfer
or share.

The staff member of the
Sending RC performs a
verification of the information
available for the Consumer
and determines if more
information is needed to
perform the fransfer.

If more information is
needed, resume the process
at step 3.

If no further information is
needed, resume the process
at step 4.

The Sending RC staff member

works with the requestor to
acquire any additional
needed information to
complete the Consumer
transfer and will conduct an
unannounced visit to the
home to verify
implementation of the
planned actions.
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m Activity “ Activity Description Systems/Tools

RC identifies
individual as a
Consumer with a
different RC

1. Aneed fora
transfer or
sharing a
Consumer
between 2
RCs is
identified.

2. Lanterman
Intake &
assessment —
Step 6

3. Early Start
Intake &
Assessment
Step 6

1.3

2
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Review IRCT
and
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n

(Quality check
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completeness

)

Determine if
IRCT packet is
complete

Provide
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Electronic
Case Transfer
(ECT),
(includes
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change)

IRCT
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RC

IRCT
Coordinator
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IRCT
Coordinator
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IRCT
Coordinator
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IRCT
Coordinator
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m Activity “ Activity Description Systems/Tools

The IRCT Coordinator at the
sending RC sends the IRCT
form to the receiving RC with
additional documentation.
Some RCs place the
documentation in an
external solution. The transfer
case is specified as a full
transfer or a share at this
step.

The IRCT Coordinator at the
receiving RC reviews the IRCT
and documentation and
confirms that the
documentation is complete
and confirms the Consumer is
eligible. (Note this step is
sometimes approved by a
director of the RC).

The IRCT coordinator at the
receiving RC determines if
the IRCT packet is complete.
The IRCT coordinator has 30
days to confirm this
(completion times may vary
between RCs).

If the packet is complete,

resume the process at step 8.
If the packet is not complete,
resume the process at step 7.

The IRCT Coordinator at the
Sending RC works with the
IRCT coordinator at the
receiving RC to provide the
necessary information.
Resume the process at step
5.

The IRCT Coordinator at the
receiving RC initiates the
Electronic Case Transfer
(ECT), updates the
Consumer's status to reflect
either a Shared Consumer or
a new full-time Consumer,
and sends a Letter of
Acceptance to the sending
RC.
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m Activity “ Activity Description Systems/Tools

Complete ECT | IRCT The IRCT Coordinator at the SANDIS
Coordinator | Sending RC completes the
@Sending electronic case transfer.
RC
10 Assign o IRCT The IRTC coordinator at the 9
Service Coordinator | Receiving RC assigns a
Coordinator @Receiving | Service Coordinator to the
(SC) RC Consumer and nofifies the
Consumer of their successful
fransfer.
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1.2 Consumer Intake & Assessment: 1.2.1 Lanterman Intake & Assessment

The following workflow and narrative exhibits depict the current business processes for
1.2.1 Lanterman Intake & Assessment.

Early Start - Intake & Assessment
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m Activity “ Activity Description Systems/Tools

Contact Applicant
regional
center (RC)
for services

2 Gather/ Intake
validate data | Processing
fo complete Staff
application

3 Check for Intake
existing Processing
Unigque Staff
Consumer
|dentifier (UCI)

The applicant or
applicant representative
contacts the RC in order
to request services.

The Intake Processing
staff member at the RC
gathers necessary
information from the
applicant in order to
process and complete
an application.

The Intake Processing
staff member performs a
statewide search to
determine if there is an
existing Consumer record
associated with the
applicant (UCI).

If the UCI exists, resume
the process af step 5.

If the UCI does not exist,
resume the process at
step 4.

Page 41 of 93

Phone, Email, In-
Person Visit, Fax,
Online Form

1. The applicant or
applicant’s legal
guardian has
identified a
potential need for
RC services.

2. Individualized
Family Service
Planning (IFSP)
Step 16

3. Referrals from
third party
community
members

1 Online Form (Not
all RCS)

2 SANDIS



CALIFORNIA DEPARTMENT OF DEVELOPMENTAL SERVICES DDS RFI T6655

m Activity “ Activity Description Systems/Tools

Assign UCIto | Intake The Intake Processing SANDIS
Consumer Processing staff member creates a

and create Staff new Consumer record

Consumer and assigns a UCI in

record SANDIS.

(Note: some RCs have an
Inquiry record in SANDIS
while others track the
applicant outside of
SANDIS because at this
stage it is not known if the
applicant will be a
Consumer or even
evaluated for eligibility.)

Resume process at step

9.

5 Check if the Intake The Intake Processing 3
UCl is with Processing staff member checks if
another RC Staff the applicant was

previously with another
RC.

Intake Processing Staff
also identify the Status
Code with other RC as
this would impact if
reactivating or
transferring.

If yes, resume the process
at step 6.

If no, resume the process
atstep 7.

6 Consumer Intake The Intake Processing 5
Transfer Processing staff member will initiate
Process Staff the Consumer transfer

process for the
Consumer.

Resume the process at
step 7.

7 Determine if Intake The Intake Processing 5.6
Applicant has | Processing staff member determines
prior eligibility | Staff if the applicant has prior
eligibility established.

If yes, resume the process
at step 24.

If no, resume the process
at step 8.
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Re-Acftivate Intake

ucCl Processing
Staff

Obtain Intake

Consent Processing
Staff

Applicant Applicant

determines if

they want to

move forward

with the

intake/assess

ment process.

Determine if Intake

additional Processing

records Staff

review is

needed.

The Intake Processing
staff member re-activates
(status change) the
existing UCI for the
Consumer in SANDIS

Resume the process at
step 9.

The Intake Processing 4,8
staff member obtains

consent from the

applicant or applicant’s
parent or legal guardian.

The applicant or 9
applicant representative,
determines if they want

to continue with the

intfake process.

If the applicant moves
forward, resume the
process at step 11.

If the applicant does not
move forward, end the
process.

The Intake processing 10
staff member determines,
based on the records
obtained, if any

additional

documentation is

needed to proceed.

(Note: The records
provided could be from
the applicant or from a
different RC.)

If additional
documentation is
needed, resume the
process at step 12.

If addifional
documentation is not
needed, resume the
process at step 14.
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m Activity “ Activity Description Systems/Tools

16

Contact
Consumer/ap
plicant
/guardian

Provide
supplementar
y
documentati
on

Conduct
social
assessment

Determine
assessments
can be done
internally, or if
external
assessments
are needed

Service
Request (SR)
flow

Intake
Processing
Staff

Applicant

Intake
Processing
Staff

Intake
Processing
Staff

Intake
Processing
Staff

The Intake Processing
staff member contacts
the applicant/guardian
for additional
documentation needed.
Applicant must be
contacted within 15 days
of the RC receiving
request for services.

The applicant provides 12
the additional requested
documentation.

The RC conducts social 11,

assessments.

The intake processing 14
staff determines whether

the remaining

assessments required can

be conducted internally.

(Note: if more than one
assessment is required,
the assessments for one
Consumer may be
determined to be both
internal and external).

For internal assessments,
resume the process af
step 17.

For external assessments,
resume the process at
step 16.

The Intake processing 15
staff submits a Request

for Service for required
external assessments.

Refer to the Service
Request Workflow for
details.

Once the SR Workflow is
completed, resume the
process at step 18.
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17

20
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Conduct Intake
assessment Processing
internally Staff
Conduct Multi-
Assessment Disciplinary
review Team
Determine if Multi-
applicant is Disciplinary
eligible for RC | Team
services

Inform Intake
Consumer of | Processing
Ineligibility via | Staff
paper mail/

email

The Intake processing
staff orders internal
assessments and
documents the
assessment reports
provided by the entities
performing the
assessments.

The multi-disciplinary
team reviews the
assessment findings to
determine eligibility

The multi-disciplinary 18
team determines if the
applicant is eligible for
Lanterman services and is
documented in the

“Eligibility Document.”

If the applicant is eligible,
- status is changed to “2"
for Lanterman or

- status “U" for Provisional
eligibility

- Client Development
Evaluation Report (CDER)
is created and resume
the process at step 24.

If the applicant is not
eligible, resume the
process at step 20.

Eligibility determination
must be made within 120
days from referral.

If Consumer is at risk,
determination must be
made 60 days from
referral.

The intake processing 19
staff informs the

applicant that they are

not eligible for services

via a Notice of Action

letter.
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m Activity “ Activity Description Systems/Tools

21 Appeal Applicant The applicant receives
Decision?2 the NOA and defermines
if they will appeal the
decision.

If applicant decides to
appeal, resume the
process at step 22

If not, process ends.

22 Appeal Applicant The applicant initiates/ 21
Process participates in the
(externall appeal process.
process)
23 Determine if Office of The appeal authority (this | 22 Paper mail
Appeal is Administrative | can vary by RC)
granted to Hearings determines if eligibility
applicant (OAH) can be granted to the
applicant.

If yes, resume the process
at step 24.

If no, a notification of
decision is sent and end

process.
24 Assign Service | Intake A member of the intake 7,19,23
Coordinator Processing processing staff (this can
to Consumer | Staff vary among RC's but is

typically a manager role)
assigns the applicant
(now a Consumer) to a
Service Coordinator to
begin the Individualized
Program Plan (IPP)

process.
25 Initiate IPP Intake The Intake Processing 24
Process Processing staff member (or other
Staff RC staff) initiates the IPP

Workflow by scheduling
an IPP planning session
with the Consumer and
the Consumer’s newly
assigned Service
Coordinator.
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1.2 Consumer Intake & Assessment: 1.2.2 Early Start Intake & Assessment

The following workflow and narrative exhibits depict the current business processes for
1.2.2 Early Start Intake & Assessment for applicants aged 0-3.

Early Start - Intake & Assessment

Early Start Applicant

11

M 25
Provide 24 26 udgement
. ES Appeal 22 (dec\slnn)
Y documentation —r Ve R Eligibility o
Submit referral and consent for DecisionZ (0AH) ranted
assessment D-
L
! noa
9
2 2
m Request additional 12 Yes
Gather/validate data o
to/mmplete documentation (if Order Inform applicant
icati needed) and obtain assessments of ineligibility
Ll evaluation consent
5 days from
-.'*5 a eligibility decision
& Assign UCI number £ 0
) to Consumer & Internal N
= create Consumer Assessment2
a
] Record
S
2
a
[
=
g Consumer 8
= with other Re-activate UCI
RC? 0
P
D) s Days from
Referral or
Transfer Acceptance
Yes
- 15
) Conduct
= assessment
g review/Generate
Report
T 16
] 17
£ Perform
£ . Document
298 comprehensive
o2 N assessment
] assessment incl
n results
2 medical records
(D
45 Days from
z Referral
o
2 Transfer Accept -
% rEu Review
= assessment
oy results with
I}
arent
g P:

Submit referral

A referral is submitted to the
applicable RC on behalf of
the applicant by a parent,
legal guardian, doctor, or
any other acquaintance.

(Note: the applicant is a
child between the ages of 0-
3 that may need Early Start
services.)

1. A need for DDS
services has been
identified in a
child between the
ages of 0-3. This
need can be
identified by any

party.

m Activity “ Activity Description Systems/Tools

Applicant

Email or phone,
in person, paper
form, Fax, (e.g.,
SARC) QR codes,
Weblink, online
application
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m Activity m Activity Description Systems/Tools

Gather/ Intake The Intake Processing staff 1
validate data | Processing | member at the RC gathers

fo complete Staff and validates the provided
application information (including noting

the Referral Date) from the
applicant/referrer in order to
complete and submit an

application.
3 Check for Intake The Intake Processing staff 2 SANDIS
existing UCI Processing | member performs a
(Unigque Staff statewide search in SANDIS
Consumer to check if there is an
Identifier) existing Consumer record.

If the UCI exists, resume the
process at step 5.

If the UCI does not exist,
resume the process at step

4,

4 Assign UCI Intake The Intake Processing staff 3 SANDIS
number to Processing | member assigns a UCI to the
Consumer & Staff Consumer in SANDIS if they
create do not have an existing UCI.
Consumer (Note: some RCs have an
Record Inquiry record in SANDIS

while others frack the
applicant outside of SANDIS
because at this stage it is not
known if the applicant will
be a Consumer or even
evaluated for eligibility.)
Resume the process at step
9.

5 Check if the Intake The Intake Processing staff 3 SANDIS
Consumer is Processing = member checks if the
with another | Staff applicant was previously
RC with another RC.

If yes, resume the process at
step é.
If no, resume the process at
step 7.

6 Consumer Intake The Intake Processing staff 5
Transfer Processing = member initiates and
Process Staff completes the Consumer

fransfer process.
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m Activity m Activity Description Systems/Tools

Determine if Intake
Applicant has | Processing
prior eligibility | Staff

Intake
Processing
Staff

Re-Activate
UucCl

Intake
Processing
Staff

Request
additional
documentati
on (if
needed) and
obtain
evaluation
consent

Applicant
determines if
they would
like to move
forward with
the
intake/assess
ment process

Applicant

Provide
documentati
on and
consent for
assessment

Applicant

Order
Assessments

Intake
Processing
Staff

DDS RFI T6655

The Intake Processing staff
member determines if the
applicant had prior eligibility.

If yes, resume the process at
step 20.

If no, resume the process at
step 8.

The Intake Processing staff 7 SANDIS
member re-activates the
existing UCI for the

Consumer in SANDIS

Resume the process at step
9.

The Intake Processing staff
member contacts the
applicant’s parents or legal
guardian fo obtain written
consent for evaluation and
additional documentation
required for
intake/assessment.

4,8

The applicant’s parent or 9
legal guardian determines if
they will move forward with

the intake process.

If they decide to move
forward, resume the process
at step 11.

If they decide not fo move
forward, the process ends.

The applicant’s parent or 10
legal guardian will provide

the documentation

requested and a written
signature confirming their

consent for assessment.

The Intake Processing staff 11
member orders/schedules

the appropriate assessments

to determine eligibility.

3rd party
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m Activity m Activity Description Systems/Tools

Determine if Intake
Internal Processing
Assessment or | Staff
external
assessment is
needed

14 Service Intake
Request Processing
process Staff

15 Conduct Vendor
Assessment
Review/
Generate
Assessment
Report

16 Perform Assessmen

comprehensiv | f Team
e assessment

incl medical

records

17 Document Assessmen
assessment f Team
results

The Intake Processing staff 12
member determines if
assessments for all (6)
development areas can be
done internally, or if any
external assessments are
required.

For internal assessments,
resume the process at step
16.

For external assessments,
resume the process at step
14,

The Intake Processing staff 13
member initiates the Service
Request/Purchase of Service
(POS) process to order the
necessary external

assessments.

The Vendor conducts the 14
assessment review and
generates an assessment

report.

Resume the process at step
18.

The Internal Assessment 13
Team performs a

comprehensive review of all
assessment reports and

medical records.

The Assessment team has 45
days from receipt of the

referral (or transfer

acceptance date) to

complete this process step.

(Note: if an applicant is
found eligible, the IFSP must
be done within 45d and if
not eligible, they must be
notified within 45d).

The Assessment feam 16
documents the results and
findings of the assessment
review.
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m Activity m Activity Description Systems/Tools

Determine if Inter- The Inter-Disciplinary Team 15,17
applicant is Disciplinar | determines if the applicant is
eligible for y Team eligible for Early Start based

Early Start on the assessment resulfs.

If the applicant is eligible,
the eligibility document and
the assessment form are
provided to the applicant’s
parent(s)/legal guardian(s),
then resume the process at
step 19.

If the applicant is not
eligible, resume the process

at step 23.
19 Review Inter- The Inter-Disciplinary Team 18
assessment Disciplinar | meets with the applicant
results with y Team and parent/legal guardian
parent to discuss the assessment
results.
20 | Assign Service | Intake The Intake processing staff 7.19
Coordinator Processing | assigns a Service
for IFSP Staff Coordinator (SC) to the
Planning applicant.
21 Schedule IFSP | Intake The Intake Processing staff or | 20
Planning Processing other RC staff member
Session Staff schedules the IFSP planning
session.

This must be done within 45
days of the initial referral (or
fransfer acceptance date)
and early enough before the
meeting date to ensure that
parents/other attendees will
be able to attend.

22 IFSP Process Intake The Intake Processing staff 21
Processing = member initiates the IFSP
Staff process.
23 Inform Intake The Intake Processing staff 18 Paper Mail
applicant of Processing | member will send the Notice
ineligibility Staff of Action to the applicant’s

parents or legal guardians,
informing them that they are
not eligible for Early Start
Services. The staff member
has 5 days from the eligibility
determination to complete
this step.
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25

26

CALIFORNIA DEPARTMENT OF DEVELOPMENTAL SERVICES

Determine
whether to
appeal
ineligibility
determination

Applicant

Appeal
Process

Applicant

(External
process)

Determine if OAH
appeal is

granted to
applicant

The applicant’s parents or
legal guardians determines
whether they want to
appeal the determination of
ineligibility via the Appeal
process.

If yes, resume the process af
step 25.

If no, the process ends.

The applicant’s parents or 24
legal guardians initiate the
Appeal process for eligibility
determination.

The appeal process 25
determines if the applicant is
granted eligibility.

If they are granted eligibility,
resume the process at step
20.

If they are not granted
eligibility, the process ends.
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1.3 Individualized Plan Creation & Maintenance: 1.3.1 Case Management
- Individual Program Plan (IPP)

The following workflow and narrative exhibits depict the current business processes for
1.3.1 Case Management — Individualized Program Plan (IPP).

Individual Program Plan (IPP) (rev 0/03/2022)

>
gz 3 18 19
3 g Approve & Appeal IPP Appeal
g w Sign IPP?, determination Granted?, |
S PL\ 10d from NOA |
rrrrr pt
(304 in March 2023 i
Decision
1 Notification
= Conduct IPP
e Start planning session/
3 reach consensus Yes
& No
5 13 17 w
cormsumer VSR Amend PP and Finalize and Service Requests Update IPPand I
obtain RC signoff distribute IPP for all applicable it
services authorizations
: 30d from IPP
S
% Yes
=
8 &
S
-]
o
o
=
2
5 12
©w Send Notice of 10 15 16
Actio? for Submit Request Perform IPP Services/Support
unavailable for Services review Complete?
No
-
o
>
°
4
=3
o
<
z
2 E Y
583 Vendori
2ge &
a
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m Activity m Activity Description Systems/Tools

Conduct RC Staff The RC Staff schedules and | 1. Applicant has

Individualized conducts an inifial planning been

Program Plan session with the Consumer determined fo

(IPP) planning and their Planning Team be eligible for

session/reach (including their RC services and

consensus on conservator(s) or legal has a

services guardian(s), circle of scheduled
support). planning

Initial IPP session must occur session.

within 60 days of eligibility 2. Step 19

determination. 3. Lanterman
The RC Staff member will Intake &
discuss the Consumer’s Assessment -
needs and goals to identify Step 25

the appropriate (generic or | 4
vendored RC) services that

. Vendor
Monitoring Step

will help the Consumer 7
achieve those goals and
outcomes.
2 Determine if Service The Service Coordinator 1
the services Coordinat | determines if services
indicated are | or indicated in the IPP are
existing accessible via the RC.
vendored (Whether within their
services at catchment area or via a
that RC courtesy vendorization)
If yes, resume the process at
step 4.
If no, resume the process at
step 3.
3 Vendorization | Inter- If no Vendor exists in the RCs | 2
Process Disciplinary | catchment area to provide

Team (IDT) | a service indicated in the
IPP, the IDT can initiate the
Vendorization process to
explore if there is a Vendor
for the identified service.

4 Determine if Service The RC confirms that the 2,3
Consumer has | Coordinat | Consumer has granted
formally or formal approval for the IPP.
lc;p;proved the If yes, resume the process at

step 7.

If no, resume the process at
step 5.
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m Activity m Activity Description Systems/Tools

Amend IPP Service The Service coordinator Paper Mail
and obtain Coordinat | makes any changes
RC signoff or necessary to the IPP, signs

off on the IPP, and sends the
IPP to the Consumer for sign
off.

6 Approve IPP2 | Consumer | The Consumer determines 5 Paper Mail, Email
whether they approve the
IPP. If there is a
disagreement between the
Consumer and the RC
regarding whether the
services are required, the
Consumer can appeal the
decision.

If approved, resume the
process at step 7.

If denied, resume the
process at step 18.

7 Finalize and Service The Service Coordinator 4,6 SANDIS, Paper
Distribute IPP | Coordinat | finalizes the signed IPP and Mail, email
or distributes it to the

appropriate parties.

The Service Coordinator has
45 days from the planning
session (step 1) to complete
this process step.

8 Determine if Service The Service Coordinator 7
Vendor is Coordinat | determines if a Vendor is
available in or available in the RC’s
the catchment area for services
catchment identified in the IPP.
area

If a vendor is available for
the given service, resume
the process at step 10.

If vendor is not available,
resume the process at step 9
for the given service.

(Nofte: for the purposes of
this process, more than 1
request could resultin a
series of approvals and
denials.)
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Courtesy
Vendorization
Process

Submit
Service
Authorization
Request

Approve or
Deny services

Send Notice
of Action
(NOA) for
unavailable
services

Service
Requests for
all applicable
services

CALIFORNIA DEPARTMENT OF DEVELOPMENTAL SERVICES

Service
Coordinat
or

Service
Coordinat
or

Approver

Service
Coordinat
or

Service
Coordinat
or

DDS RFI T6655

The Service Coordinator
initiates the Courtesy
Vendorization process if
they have identified an
available Vendor from a
different catchment area
for one or more of the
approved IPP services.

The service coordinator 8,9 SANDIS
submits a service
authorization request for all

available IPP services.

The designated Approver(s) | 10 SANDIS
(i.e., case management

Supervisors, Program

Managers) determine

whether to approve services

identified by the Service

Coordinator.

The Approver has 10 days
from submission of the
authorization request (step
10) fo complete this process
step.

If approved, resume the
process at step 13.

If not approved, resume the
process at step 12.

The Service Coordinator 11
sends a Notice of Action to

the Consumer indicating the
denial of the services.

The Service coordinator has
30 days from the planning
session (Step 1) and 5 days
from the approval
determination (Step 11) to
send the NOA.

Resume the process at step
process step 5.

The Service Coordinator 11 SANDIS
submits Service Requests to

initiate the Purchase of

Service (POS) for all

approved services.

Page 56 of 93

Paper Mail



CALIFORNIA DEPARTMENT OF DEVELOPMENTAL SERVICES

m Activity m Activity Description Systems/Tools

Service Service
Request Coordinat
Process or
Perform IPP Service
review Coordinat
or
Determine if Service
Services and Coordinat

supports are or

complete
Update IPP Service
and terminate | Coordinat

authorizations | or

Appeal IPP Consumer
determination

S

The Service Coordinator
initiates the Service Request
process.

On a recurring basis, the
Consumer meets with the
Service Coordinator in order
to perform an IPP review.
During this review, the
Consumer can indicate
which services are still
needed and which are not.
The review must happen at
least once every 3 years
(circumstances may vary
depending on the
Consumer’s needs), but the
Consumer can request an
IPP review at any time.

The Service coordinator
determines, during the
review, which services are
still applicable for the
Consumer, and which are
noft.

If services are still required,
resume the process at step
15 and repeat the process.

If services are no longer
required, resume the
process at step 17.

The Service Coordinator
updates the IPP and submits
a termination for the service
authorizations.

Related authorizations must
be terminated within 30
days of IPP completion.

The Consumer initiates the
IPP Appeal process. The
Consumer has 10 days from
the receipt of the NOA 1o
initiate the appeal.

(Note: Starting March 1,
2023, this will change to 30
days).
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m Activity m Activity Description Systems/Tools

Determine if Consumer | If the IPP Appealis granted, | 18 Paper Mail
appeal has resume the process af step
been granted 1.

If not, the Consumer is

notified of the appeal

decision and end the

process.
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1.3 Individualized Plan Creation & Maintenance: 1.3.2 Case Management -
Individual Family Services Plan (IFSP)

The following workflow and narrative exhibits depict the current business processes for
1.3.2 Case Management — Individual Family Services Plan (IFSP).

IFSP Management (e 1/31/2023)

21
Appeal IFSP. Yes 2
Determination: Appeal IFSP
?

Guardian

Early Start Consumer Parent/

Yes

RC Staff

9

e Service Request i
Finalize IFSP & note o a Begin approved

Signature Date el = services
&,
e

Document/Revise
IFSP and obtain
signoff

19

1 Close Early Start
d

Update IFSP

Service Coordinator

20

Compile Ea IySt art
Report data into
DDswebste

m Activity m Activity Description Systems/Tools

Conduct RC Staff The RC Staff conducts an 1. The Consumer
Individual IFSP planning session with the | has been

Family Service Coordinator, the determined to be
Services Consumer, and the eligible for Early
Planning Consumer’s parent/legal Start services,
(IFSP) guardians. assigned a Service
session/reach The Representative has 45 Coordinator and
Consensus on days from the referral date an IFSP session has
needs tfo complete this step. been scheduled.

2. Early Start Intake
& Assessment Step
22

3.Vendor
Monitoring Step 7
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m Activity m Activity Description Systems/Tools

Determine if Service The Service Coordinator

IFSP services Coordinator | Determines if all of the
discussed are services discussed in the IFSP
required planning session are required

for the Consumer or if any
are not available.

If services are all required
and available, resume the
process at step 4.

If not, all services are
required or available,
resume the process at step

3.
3 Send Written | Service The Service Coordinator 2 Paper Mail
Notice for Coordinator | sends a written nofice to the
service(s) Consumer's parents/legal
deemed not guardians informing them of
required the services that have been

deemed not required from
the IFSP planning session.

4 Document/Re | Service The Service Coordinator 2,3
vise IFSP and Coordinator | documents any revisions in
obtain RC the IFSP, signs off on the plan
signoff on behalf of the RC, and

sends the IFSP to the
Consumer’s parent(s) or the
person/entity having
educational rights over the
child for signature.

S5 Determine if Early Start The Consumer's 4
sign off on Consumer parents/legal guardians
IFSP is Parent/Gua | determine if they agree to
obtained rdian the IFSP submitted by the

Service Coordinator.

If yes, resume the process af
step 6.

If no, resume the process at
step 21.

6 Finalize IFSP Service The Service Coordinator 5 DDS ESR Website
Coordinator | finalizes the information and
services detailed in the IFSP
and the information from the
IFSP is entered into the DDS
ESR Website for the ESR
report.
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Vendor
Available in
catchment
area for
servicese

Courtesy
Vendor
process

Service
Request for all
applicable
services

Service
Request (SR)
Process

Begin
approved
services

Perform IFSP
review

Service
Coordinator

Service
Coordinator

Service
Coordinator

Service
Coordinator

Service
Coordinator

Service
Coordinator
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m Activity m Activity Description Systems/Tools

The Service Coordinator
confirms that there is an
available Vendor available
for each of the listed services
documented in the IFSP.

If the Vendor is not available
in the catchment areaq,
resume the process at step
8.

If a Vendor is available in the
catchment area, resume the
process at step 9.

The Service Coordinator 7
initiates and completes the
Courtesy Vendor process in
order to locate a Vendor for
the Consumer’s specified
unavailable services.

The Service Coordinator 7.8
submits a service request for
all applicable services.

The Service Coordinator 9
initiates and completes the
Service Request/Purchase of
Service process for all
approved services.

The Service Coordinator
confirms that the services
are administered. The
services must begin within 45
days of post IFSP Planning
Session (step 6).

The Service Coordinator
meets with the Consumer
and their parent or guardian
for the quarterly IFSP review.
(Note: An IFSP review can be
initiated at any time by the
Consumer’s parents/legal
guardians. The IFSP review
must be done on a quarterly
basis at a minimum).
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m Activity m Activity Description Systems/Tools

Determine if Service The Service Coordinator
Services & Coordinator | determines if any additional
support is services are needed or if the
complete services and supports have

been completed or if the
Consumer has reached
fransition age.

If services and support are
complete, resume the
process at step 14.

If the services and support
are not complete, resume
the process at step 12.

14 Initiate Service The Service Coordinator 13
Transition?2 Coordinator | determines if the transition

process should be initiated
(the transition process must
be initiated when the child is
between the ages of 27 and
33 months old). The Service
Coordinator also sends a
formal referral to the Local
Education Agency.

If the child will be confinuing
services beyond age 3,
resume the process at step
15.

If the child will not be
continuing services (e.g.,
moving out of catchment
area), resume the process at

step 18.
15 Conduct Service The Service Coordinator 14
Transition IFSP | Coordinator | conducts the Transition IFSP
Meeting meeting with the

parents/legal guardians, the
Local Educational Agency,
and any other applicable
parties to initiate the
fransition process.
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m Activity m Activity Description Systems/Tools

20

Assess for
Lanterman?@

Lanterman
Intake
process

Update IFSP

Close Early
Start
Consumer
Record

Compile Early
Start Report
datainto DDS
website

Early Start
Consumer
Parent/Gua
rdian

Service
Coordinator

Service
Coordinator

Service
Coordinator

Service
Coordinator

The Early Start Consumer
parent/guardian determines
if they would like to continue
with assessment for
Lanterman eligibility or
provisional eligibility for the
Consumer (at least 90 days
before their 3 birthday) to
determine if the Consumer is
eligible for provisional or
Lanterman eligibility.

If an assessment is
requested, resume the
process at step 17.

If the assessment is not
requested, resume the
process at step 18.

The Service Coordinator 16
initiates the Lanterman

Eligibility process at step 17.

After completion of

Lanterman workflow, step

24, resume IFSP at step 19.

The Service Coordinator 14
updates the IFSP to reflect
Consumer will not be
fransitioning and submifs
terminations for service
authorizations for any

services that are no longer
needed.

The Service Coordinator 16,17
closes the Early Start record

and updates the status

accordingly. — This occurs at

the latest by age 3.

*The DDS ESR Website record
is also closed.

The Service Coordinator 19
compiles and enters

complete Early Start

reporting (ESR) data directly

into the DDS ESR Website.
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m Activity m Activity Description Systems/Tools

21 Appeal IFSP Early Start The Consumer’s parents or
determination | Consumer legal guardians determine if
S Parent/Gua | they want to inifiate the
rdian Appeal process for the IFSP
determinations.

If Consumer’s parents or
legal guardians decide to
appeal, resume the process
at step 22

If not, end process

22 IFSP Appeal Consumer The appeal process is 21
Process Representat | initiated and completed.
(External ve
process)

23 Determine if Early Start The appeal process 22
appeal is Consumer determines if the Consumer’s
granted to Parent/Gua | parents or legal guardian’s
applicant rdian appeal is granted.

If the appeal is granted,
resume the process at step
11.

If the appealis not granted,
end the process.
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Vendor Management covers the processes by which a Vendor applies or responds to
a request from the RC to enroll as a contracted Vendor, and the quality assurance

(QA) and monitoring activities performed on Vendors for compliance purposes, during
which RC staff conduct visits, compile reports, and perform investigations (if necessary)
in order to ensure adherence to compliance standards for enrolled Vendors.

2.1 Vendorization: 2.1.1 Vendorization

The following workflow and narrative exhibits depict the current business processes for
2.1.1 Vendorization:

Vendorization (ev2s/2023

2

15

5 Send vendorization iy Appeal G opeal process Appeal IR —No———»]
3 proposal/LOI to RC Decision; L ranted: Appeal?,
S a asd 30d from 15d from RC denial
g % Ooenia et o bt ofappeal
i \ v Yes
1 il @
Vendorizatio |
” | Appeal Letter to ED
No i
1 3 a
Release RFP for Ve"‘d‘::l':ﬁm N |1 form Vendor of i Dn
services e i
ligibilit
s ineligibility reasons
Derialof

RC Resource Development Staff

5

14
Contact vendor with

Approve
Vendor?

Create Vendor
Record (Pending

Vendor ID)

Program Design/
Rate revisions

DDS review
eeded?,

Vendor
Approval Letter

16
Send Denial of

Vendorization letter

3
10
Update Vendor . YR Issue Rate Letter to
Record with service ? S ‘
sub-codes and rates !
‘w
3 |

n
VAN

Vendor Rate
Approval Letter  Letter

DDS

12
Contact RC with
Program Design/

Rate revisions

1
Approve
Vendor?,

13
Issue TPR to Vendor gt
and RC

22

21
DDS Appeal
Process

Appeal
Granted?2

Yes
v

m Activity Role Activity Description Systems/Tools

Release
Request for
Proposal (RFP)
for services

RC Resource
Developmen
t Staff

The RC Resource
Development staff
releases an RFP for
required services to the
Vendor community.

A service need is
identified for
which there is no
Vendor at the
given RC (Early
Start or Lanterman
intake)
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m Activity “ Activity Description Systems/Tools

Send Vendor The Vendor submits Step 1
Vendorization Vendor Application/Letter 2. A stakeholder
application/ of Intent (LOI)/proposal to has identified
Letter of Intent the RC. a Vendor
(LOI)/proposal need, for
package to example,

RC

through the
use of a public

survey.
3 Accept RC Resource | The RC Resource 2
Vendorization | Developmen | Development staff
packet? t Staff determines if the

application package will
be accepted (reasons for
not accepting the packet
include: the Vendor being
outside of the RC's
catchment areq, the
Vendor having Secretary
of State (SOS) or Franchise
Tax Board (FTB) fines levied
against them, etc.).

If the packet is accepted
and complete, resume the
process at step 5.

If the packet is not
accepted, resume the
process at step 4.

4 Inform Vendor | RC Resource | The RC Resource 3
of ineligibility | Developmen | Development staff informs
reasons t Staff the Vendor of ineligibility

reasons, and the process
ends.
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m Activity “ Activity Description Systems/Tools

Approve RC Resource | The RC Resource
Vendorization | Developmen | Development staff works
Packet and t Staff with the Vendor to
Program determine if the program
Design? design detailed in the

application package
meets the acceptance
criteria and follows
regulations.

The staff member has 45
days from receipt of the

complete application to
make a determination.

If the program design is
approved, resume the
process at step 6.

If the program design is
not approved, resume the
process at step 14.

6 Create RC Resource | The RC Resource 5 SANDIS, Paper
Vendor Developmen | Development staff creates Mail, Data Query
Record t Staff the pending Vendor Systems (New
(Pending Record. Generation
Vendor ID) (Note: The Vendor ID at System, NGS,

Qport)

this stage is pending, MicroEdge GIFTS

which means Service
Requests cannot be sent
out or ordered for the

Vendor.)
7 Determine if RC Resource | The RC Resource 6
DDS review is | Developmen | development staff
needed t Staff determines if rate

approval from DDS is
required based on the
type of service.

If DDS review is required,
the Vendor approval letter
is sent to DDS and resume
the process at step 11.

If DDS review is not
required, resume the
process at step 8.

Page 67 of 93



CALIFORNIA DEPARTMENT OF DEVELOPMENTAL SERVICES

DDS RFI T6655

m Activity “ Activity Description Systems/Tools

Update
Vendor
Record with
service sub-
codes and
rates

Determine if
Temporary
Payment Rate
(TPR) has
been issued

Issue Rate
Letter to
Vendor

Approve RC
to continue
Vendorization
Process?

RC Resource
Developmen
t Staff

RC Resource
Developmen
t Staff

RC Resource
Developmen
t Staff

DDS

The RC resource
development staff updates
the Vendor record with
complete information,
including service rates,
codes, and sub-codes.
Vendor data is sent daily
via a bridge between
SANDIS and UFS and the
Vendor is enrolled into
eBiling and EFT.

The RC resource
development staff
determine if a TPR has
been issued (by DDS) to
the Vendor.

If a TPR has already been
issued, end the flow.

If a TPR has not been
issued, resume the process
at step 10.

The RC Resource
development staff issues a
rate letter to the Vendor
informing them of their
program design approval
and rate information, and
the Vendor Coordinator
will generate a Vendor
Status Nofification (VSN)
from SANDIS, which will be
filed, and a copy sent to
the Vendor and the
process ends.

DDS receives the
information from the RC
(including the vendor
approval letter) and
determines if the program
design is approved.

If DDS approves the
program design, resume
the process at step 13.

If DDS does not approve
the program design,
resume the process af
step 12.
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m Activity “ Activity Description Systems/Tools

Contact RC DD DDS informs the

with Program appropriate RC of the

Design/Rate revisions needed in order

revisions to approve the Vendor.
Skip to step 14.

13 Issue DDS DDS issues a Temporary 11 ACS
Temporary Payment Letter (TPR) to
Payment the Vendor and the RC.

Lefter (TPR) to DDS has 60 days from the
RC approval determination to
complete this process
step.
Resume the process at
step 8.

14 Contact RC Resource | The RC contacts the 512
Vendor with Developmen | Vendor with the
Program t Staff appropriate revisions
Design/Rate needed.
revisions

15 Revise? Vendor The Vendor determines 14

whether to implement the
specified changes
requested by the RC. The
Vendor has 45 days to
complete the revisions (if
the revisions are not
complete within 45 days,
the timer resets).

If the Vendor revises the
package, resume the
process at step 5.

If the Vendor chooses not
to revise the design,
resume the process at
step 16.

16 Send Denial RC Resource | The RC Resource 15 Paper Mail
of Developmen | Development Staff sends
Vendorization | t Staff the Denial of
letter Vendorization letter to the

Vendor to inform them of
their ineligibility.
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m Activity “ Activity Description Systems/Tools

17

20

21

22

Appeal
Decision?

Appeal
Process

(External
process)

Appeal
Granted?

Initiate DDS
Appeal?

DDS Appeal
Process

Appeal
granted?

Vendor

Vendor

Vendor

Vendor

DDS

DDS

The Vendor determines if 16
they want to appeal the
ineligibility determination.
They have 30 days from
receipt of nofification to

file the appeal.

If yes, resume the process
at step 18.

If no, end the process.

The Vendor initiates the 17
(RC) Appeal process for
eligibility determination,
submitting an Appeal

Letter to the Executive

Director (ED).

If the appealis granted, 18
resume the process at
step 6.

If the appealis not
granted, resume the
process at step 20.

The Vendor can appeal 19
with DDS if the RC appeal

is denied. They have 15

days from receipt of

written notice

If the Vendor chooses to
appeal with DDS, resume
the process at step 21.

If the Vendor chooses not
to appeal with DDS, the
process ends.

DDS initiates and 20
completes the appedl
process for the Vendor.

DDS Determines if the 21
appeal is granted to the
Vendor.

If DDS grants the appeal
to the Vendor, resume the
process at step 6.

If the appealis not
granted, the process ends.
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The following workflow and narrative exhibits depict the current business processes for

2.1.2 Courtesy Vendorization:

Courtesy Vendorization (eva27/2023

=
7]
-
c
(7]
()
=
K=l 1 7 8
5 Submit request to e Ve Vendoriz
5 Source RC for Record
n Vendor
]
-l
/ - .
Vendorization
)\ Docs
2 2 °
. 3 Vendoriz- Compile
Existing Enrolled ) Z e

b [ Lend Vendor? ation Vendorization
o Vendor?
c documents
(7]
o
©
5
‘& No If DDS review/approval needed,
g Perform steps 1-13;
Iy If DDS review/approval is not needed,
£ Perform steps 1-7
=
S
c 4.
g Vendorize for

User RC?

Yes:

Phone email

Submif User RC The requesting RC Vendor
request fo Vendor coordinator submits a
Source RC for | Coordinator request to the source RC
Vendor

for a Vendor in the source
RC's catchment area.

1. Aneed fora
Vendor that exists
in a different
catchment area is
identified.

2. PP Step 9
3. IFSP Step 8
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m Activity “ Activity Description Systems/Tools

Determine if Vendoring The source RC Vendor

an enrolied RC Vendor ' qordinator confirms if the

Vendor Coordinator  vendor exists in their

already exists catchment area which
fulfills the need of the
requesting RC.

If yes, resume the process
af step 3.

If no, resume the process at
step 4.
3 Determine if Vendoring
vendor willbe | RC Vendor
lent Coordinator

The source RC Vendor
Coordinator confirms if the
Vendor exists in their
catchment area which
fulfills the need of the
requesting RC.

(Note: For some RCs, the
term ‘utilization’ is used for
instances in which a
Vendor is already
enrolled.).

If yes, resume the process
at step 3.

If no, resume the process at
step 4.

4 Determine if Vendoring
Vendorization | RC Vendor
for Requesting | Coordinator
RC

The source RC Vendor
Coordinator determines if
they will enroll a new
Vendor on behalf of the
requesting RC.

If yes, resume the process
atstep 5

If no, end the process.
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m Activity “ Activity Description Systems/Tools

Go fo Source RC ' 1he source RC Vendor
Vendorization  Vendor Coordinator initiates and

flow Coordinator completes the
Vendorization workflow for
the requesting RC.
If coming from step 3 or 4
and if DDS approval is
needed, initiate
Vendorization workflow —
steps 1-13;
If DDS approval is not
needed, initiate
Vendorization workflow —
steps 1-7;

¢  Compie source RC  1hg source RC Vendor S
Vendorization | Vendor Coordinator compiles the
Documents Coordinafor | vendor's documentation

to send to the Requesting
RC.

7 Create Requesting | 1he Requesting RC Vendor 6 SANDIS
vendor RCVendor | cqordinator creates the
Record Coordinator new Vendor record.

g Goto Perform Vendorization flow 7
\F/lgcvdonzohon - steps 8-10 (includes

setting rates based on
location of provided
services).
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2.2 Vendor Monitoring: 2.2.1 Vendor Monitoring

The following workflow and narrative exhibits depict the current business processes for
2.2.1 Vendor Monitoring.

Vendor Monitoring (rev1/31/2023)

(o]
(monitoring team)

epo
i toVendor,
u i /
1 reate an
Obtain QA Checklist erform Site Visi 5 Distribute Report
Results
© oo
., lonitorin
indings

5
4 Send report to

Conduct Findings Service epo! "n € s ‘ommuni o Initiate planned
Review Coordinator(s) (if are Facili corrections
applicable)

Review Team

6
Initiate IPP/IFSP
Change?

m Activity Role ’ Activity Description Systems/Tools

Service Coordinator(s)

Obtain QA The QA Monitoring staff 1. Timing — Based
Checklist Monl’rormg obtains the appropriate on the type of QA
Staff QA checklist for the Monitoring (as
specific type of seen in the next
monitoring activity section)
required. This can be a 2. Site visit
schgduled or unplanned requested (e.g.,
session. related to a SIR or
IPP visit)
2 Perform Site QA The QA Monitoring staff 1
Visit Monitoring performs a site visit fo the
Staff Vendor for which the
monitoring activity is
required.
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m Activity “ Activity Description Systems/Tools

Conduct The QA Monitoring staff Paper mail, email
evaluation & Mom‘ronng conducts an evaluation

distribute Staff (based on the type of

initial findings monitoring required) of

the site and distributes a
copy of the inifial findings
to the Review Team.

4 Conduct Review Team | The Review team 3 Paper mail, email
Findings performs an assessment
Report of the findings report fo
Review determine what, if any,

further action needs to
be taken, and provides a
copy to the Vendor.

(Note: At some RCs, the
QA Monitoring team and
the Review Team are the

same.)

5 Share report Review Team | The Review team sends 4
with Service the report to the Service
Coordinator(s Coordinator(s) of the
) (if Consumers who are
applicable) currently receiving

services from the Vendor
in question if the report is
Consumer specific.

If not, resume the process

at step 6.

6 Determine if Service The Service Coordinator | 5
IPP/IFSP Coordinator(s | reviews the report and
change ) determines if an IPP or
should be IFSP change is needed.
initiated If an IPP/IFSP change s

needed, resume the
process at step 7.

If no change is needed,
resume the process at
step 8.
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m Activity “ Activity Description Systems/Tools

IPP/IFSP Service The Service Coordinator
process Coordinator(s | inifiates the IPP/IFSP
) Review process.

If Lanterman Consumer,
go to IPP process step 15.

If Early Start Consumer,
go to IFSP process step

12.
8 Reportable Review Team | The Review team 56,7
incident? determines if the incident

identified during the
monitoring activities is a
reportable incident.

If reportable, resume the
process at step 9.

If not reportable, resume
the process af step 11.

9 Community Review Team | The Review Team 8
Care Facility? determines if the incident
occurred at a
Community Care facility.

If the reportable incident
occurred at a community
care facility (substantial
inadequacy), resume the
process at step 10.

If the reportable incident
did not occur at a
community care facility,
resume the process at

step 11.
10 Corrective Review Team | The Review Team initiates | 9
Action Plan and completes the CAP
process process.
11 Initiate Review Team | The Review team initiates | 8, 9, 10
Planned action plans as a result of
Corrections any identified

noncompliance.
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m Activity “ Activity Description Systems/Tools

12 | Create and The QA Monitoring staff 11
Distribute Mom‘ronng creates and distributes
Report Results | Staff the final report results to

the Vendor and the
Service Coordinator(s)
affected. The QA
monitoring tfeam has 10
days starting from the
date of the substantial
inadequacy decision to
complete this process
step.
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3.0 Services Management

The Services Management business processes cover the activities that result in a service
being initiated and processed through the financial accounting processes. This section
also covers the Service Monitoring processes needed when special incidents or
substantial inadequacies are identified for any of the contracted Vendors. These
activities can be initiated through Vendor Monitoring processes, self-identification from
the vendors, Consumer planning visits (observation by SC) or anonymous referrals.

3.1 Service Requests: 3.1.1 Service Request

The following workflow and narrative exhibits depict the current business processes for
3.1.1 Service Request:

Service Requests (rev 1/31/2023)

=
S
8 N 13 15
3 Appeal 14 Servi I6
o ppeal ervices
o Y Y IPP/IFSP,
f Submit Service Determinations, ERRg | appeal Process Approved? bia "/
-3 Request S PP - step 14
? (AL)) IFSP - step 10
No———————>»|
b= 2 9 10
5 ? . 5 5
s Identify/define S submitrequest for N G L o Fisal | R )
0 Consumer Needs Service vendor in IPP/IFSP authorization/
2 driving SR Authorization H review process.
R
updatesto
consumer 1 1
. M POS Auth.
] . To Vendor.
s

H erviee Approve Service
° covered by Request
g aw/reg &
<
«
o
a
=
3 Yes
9 Notice
c of Action 5d for new service
,g 4 30d for existing
o 5 6 service
Q Assemble Review =N
g ream Approve?
] © 15d for
o > I
= decision

v

11
. . .
o Provide Service/
S Invoice Details
c
o
> B
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m Activity m Activity Description Systems/Tools

1 Submit Service | Requestor | The Consumer/Service 1. Consumer Varies by RC
Request (SR) Coordinator requests a wants/needs a
service as part of the IPP or | service
IFSP review or at any time a 2 Lanterman
new service need for the Intake &

Consumer is identified. Assessment — Step

16

3. Early Start Intake
& Assessment Step
14

4. |PP Step 14
5. IFSP Step 10
6. SDP Step 6

2 ldentify/define | RC Staff The RC Staff member 1
Consumer meets with the
Needs driving Consumer/family to
SR review/discuss the needs,
goals, or outcomes they
are looking to achieve with
the requested service.

The RC Staff member
identifies the services that
will address the need or
how fo provide the services
requested. For some RCs,
the RC staff member may
also create a
preliminary/draft request in
SANDIS.

3 Generic RC Staff RC staff evaluates if 2 SANDIS
Services generic services are
available? available to meet the
needs of the Consumer.

If the need can be met via
generic or natural support
services, resume the
process at step 9.

If the need cannot be met
by utilizing generic services,
resume the process at step
4,
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m Activity m Activity Description Systems/Tools

Determine if POS The POS approver

service Approver determines if the services
covered by requested are guaranteed
law/ in regulations.

regulation

(For example, it may be the
case for this Consumer that
the number of hours

requested are not funded).

For varying RCs, different
services are categorized
and approved aft different
levels; some POS are
authorized by the Client
Services Manager (SC's
Manager), some go to the
Department Director, some
can only be authorized
through the exceptions
committee, and some can
only be authorized by the
Executive Director.

If the service is covered,
resume the process at step
8.

If the service is not
covered, resume the
process at step 5.

5 Assemble RC RC Exception Team reviews | 4
Review Team | Exception the SR to determine if an
Team exception will be made to

cover the requested
services that are not
covered under law.
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m Activity m Activity Description Systems/Tools

Approve? The RC Exception tfeam
Excephon determines if the listed
Team services will be covered by
the RC.

This decision must be made
within 15 days.

If approved, the RC will
fund the services, resume
the process at step 7.

If the RC does not fund the
services, the team will send
a NOA to the Consumer
and resume the process af
step 13. For a new service,
the NOA must be sent
within 5 days of the
decision.

For an existing service, the
NOA must be sent within 30
days of the decision.

7 Submit RC Staff The RC Staff submits a 6 SANDIS
request for request for Service
Service Authorization in SANDIS.
Authorization

8 Approve POS The POS approver 7 SANDIS
Service Approver approves the Service
Request Request and sends a copy

to the accounting team.
Resume the process at step

10.

9 Document RC Staff The RC Staff documents 3
services/ the generic services and
provider in associated Vendors in the
IPP/IFSP IPP/IFSP and a copy is sent

to the Consumer.

(Note: Any updates to an
IPP/IFSP require Consumer/
parent signatures.)

This ends the process.
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m Activity m Activity Description Systems/Tools

Fiscal
authorization
process

Provide
Service/Invoic
e Details

Fiscal
Payment
Process

Appeal
Determination
2

Appeal
Process

(External
process)

Services
Approved?
(ALJ)

Go fo IPP/IFSP

RC Staff

Vendor

RC Staff

Requestor

Requestor

ALJ

Requestor

The RC Staff initiates the
Fiscal authorization process
in UFS. During this process,
an authorization number is
created, and POS staff will
pull data from UFS and
generate a POS
Authorization notice, which
is then sent to the Vendor.

The Vendor enters service 10
and invoice details in

eBilling for services

rendered.

The RC Staff member 11
initiates the Fiscal Payment
process in UFS.

This ends the process.

The Consumer determines if | 6
they will appeal the denial
of services.

If they decide to appeal,
resume the process at step
14,

If the Consumer does not
appeal, end the process.

The Consumer initiates the 13
Appeal Process.

The Administrative Law 14
Judge (ALJ) determines if

the requestor appeal is

granted for the requested
services.

If the appeal is granted,
resume the process at step
16.

If the appeal is denied, end
the process.

Initiate the IPP process at 15
step 15 or IFSP process at

step 12 for the Service
Coordinator to conduct a

plan review.
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3.2 Services Monitoring: 3.2.1 Special Incident Report (SIR)

The following workflow and narrative exhibits depict the current business processes for
3.2.1 Special Incident Report (SIR).

Special Incident Reporting (SIR) (rev3/24/2023)

1
Identify Special
Incident and notify
RC

6
Return with required
info

Agencies

Review SIR

Coordinator

14

5 8 . 17

Missing required SRE®Y Request additional —— anal SR Reportable to o Re“":’;i"/):‘e:}’:’::zs SR R::’Ived, WA Close out SR in
info? required info DDS? @ o B : SANDIS

\w/in 2 working days
ginfo

Review submitted
SIR & send back
questions/
clarifications

11 Substantial
Perform follow up inadequacy for Ye
QA visit i
are?

Identify Vendor The Vendor identifies a A ‘Special Phone email
Special special incident which Incident’ occurs at

Incident and requires further investigation | a Vendor facility

notify SC and nofifies the applicable | which is

service coordinator(s). The communicated o
Vendor must notify the RC the RC by any
within 24 hours of learning of | party (can be

the incident. done via whistle
blower policy,
family, outside

sources).
2 Submit written | Vendor The Vendor sends a written 1 Paper or Vendor
SIR SIR to the RC and to the Portal (SANDIS/
appropriate agencies. Profound Logic

Notification to the RC must solution)

be provided within 48 hours
of the incident.
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m Activity m Activity Description Systems/Tools

Create Service The Service coordinator 1. Step 2

and/or Coordinat | eitherinitiates orreviews the | 5 s is notified of

Review SIR or (SC) or SIR and sends it for review o a special incident
designate | another RC Staff member. from other than
d RC staff the SP

4 Determine if RC Staff The RC Staff determines if 3
required info any required information is
is missing missing or incomplete in the

submitted SIR.

If more information is
required, resume the
process at step 5.

If no further information is
required, resume the
process at step 7.

5 Request RC Staff The RC Staff requests 4
additional additional required
required info information from the Vendor
to complete the SIR.
6 Return with Vendor The Vendor provides the 5
required info required information to
complete the submission of
the SIR.
7 Submit Initial RC Staff The RC Staff submits the 4,6 SANDIS
SIR initial SIR in SANDIS. The staff

member has 2 working days
to complete this step from
the receipt of the complete

information.
8 Determine if RC Staff The RC determines if the 7
SIR is incident indicated in the SIR
reportable must be reported to DDS.

If the SIR is reportable,
resume the process at step
9.

If the SIR is not reportable,
resume the process at step
10.
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m Activity m Activity Description Systems/Tools

Review The DDS staff member
submitted SIR reviews the submitted SIR
& send back and submits questions
guestions/ and/or comments if
clarifications applicable to the RC.

(There is communication
between the RC and DDS
until DDS has all the required
information)
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3.2 Services Monitoring: 3.2.2 Corrective Action Plan (CAP)

The following workflow and narrative exhibits depict the current business processes for
3.2.2 Corrective Action Plan.

Corrective Action Plan and Monitoring (eev1/31/2023)

6
0 et
Update Findings s Ad.dlflf)nal
' Monitoring for
fieport 3 CAP?
10d from CAP N Report
to Vendor

decision

3 Report to

S Vendor,
[ola " Y 2 working days.
from CAP crestign

7
CAP

1
Develop QA

Corrective Action
Plan (CAP)

Monitoring

QA Spedcialist/
Monitoring Team

Yes <

Y
5 : :
-] 2 Appeal RC
5 Submit CAP Decision to No—— Implen;ent Ye:
> Response? ops? aiENR CAP?

p 7d from RC decision e 30d-6mo for
receipt of CAP corrections

No

h
£ - 12

plement : .
© . Noti licabls
w CAP Response sanctions on :‘:‘Z:’:Z::Zfe
L Accepted? 15d from CAP R Yes Vendor and update CTETT
5 [5) 15dfrom CAP Response Vendor record
= Submission
H : :
3 L Sanction
otificatio
9
10
g | CAPAppeal . o
Process ppeal granted2

(7
(=]
(=]

Yes

o

m Activity ’ Role ’ Activity Description
1

Develop QA QA The QA Specialist develops 1.Vendor Paper mail,
Corrective Specialist | the CAP based on the Monitoring - step 9 | email, phone,
Action Plan /Monitori | substantial inadequacy SANDIS

2. Special Incident

(CAP) ng Team | identified and sends the CAP Report - step 13

to the Vendor. The QA
Specialist has 10 days from
the identification of the
substantial inadequacy to
create the CAP.

The CAP must be sent to the
Vendor, CCL within 2
working days of creation.
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m Activity “ Activity Description Systems/Tools

2 Submit CAP Vendor The Vendor reviews the CAP, | 1
Response then develops and delivers a
response which outlines the
steps that will be taken to
address the identified
substantial inadequacies.

The Vendor has 7 days from
receipt of the CAP to
complete this process step.

If the vendor chooses to
respond, resume the process
at step 3.

If the vendor chooses to
appeal the CAP, resume the
process at step 9.

3 Determine if Review The review team determines | 2
CAP Response | Team if the CAP response is
is accepted accepted. The Review Team
has 15 days from the CAP
Response
Submission to complete this
step.

If the CAP response is
accepted, resume the
process at step 4.

If the CAP response is not
accepted, resume the
process at step 8.

4 Update QA The QA Specialist updates 3,510
Findings Report | Specialist | the findings report and sends
and CAP /Monitori | a copy of the report to the

ng Team | Vendor.
Resume process at step 6.
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m Activity “ Activity Description Systems/Tools

Implement Vendor The Vendor determines if 4,8,10,12
CAP? they will implement all items
detailed in the CAP.

If the vendor does not
implement the CAP, resume
process at step 11.

If the CAP is implemented,
resume the process at step
4.

The Vendor has between 30
days to 6 months o
complete the
implementation of all CAP

items.
6 Additional QA The QA specialist determines | 4
Monitoring for | Specialist | if additional monitoring is
CAP? /Monitori | required to ensure the
ng Team | complete implementation of
the CAP.

If additional monitoring is
required, resume the process
atstep 7.

If additional monitoring is not
required, end the flow.

7 CAP Monitoring | QA The QA specialist initiates 6 UFS
Specialist | any CAP monitoring required
/Monitori | (the frequency and type of
ng Team | monitoring required varies
depending on the specific
substantial inadequacies)
and updates the Vendor File

accordingly.
End process
8 Appeal RC Vendor The Vendor determines if 3
Decision? they want to appeal the

(RC) CAP response decision.
The Vendor has 20 days from
the RC decision to appeal to
DDS.

If yes, resume the process at
step 9.

If no, resume the process at
step 5.
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m Activity “ Activity Description Systems/Tools

DDS CAP The Vendor initiates the
Appeal Process appeal process for the CAP
determination.

10 Determine if DDS If the appealis granted to 9
CAP Appeal is the Vendor, resume the
granted to process at step 4.

Vendor

If the appealis not granted,
resume the process at step

5.
11 Implement Review The review team implements | 5 SANDIS
sanctions on Team a sanction on the Vendor for
Vendor and non-compliance and
update Vendor updates SANDIS to reflect in
record the Vendor record.
12 | Nofify Review Once the sanction has been | 11 Certified Mail
applicable Team implemented, the Review
Consumers of Team nofifies any other
sanction Consumers who are currently

receiving services from the
sanctioned Vendor.

Resume the process at step 5.
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4.0 Reporting
Throughout the course of case management activities, the RCs are also responsible for

reporting on Consumers who are part of various Federal Waiver programs and various
elements of administered services.

4.1 Compliance Reporting: 4.1.1 - Federal Waiver Eligibility & Reimbursement

The following workflow and narrative exhibits depict the current business processes for
4.1.1 Federal Waiver Eligibility & Reimbursement.

Federal Waiver (Reimbursement) Eligibility (revised 1/31/2023)

1
Generate & review 2
list of consumers Eligible for
who meet criteria Waiver?
for Fed Waiver

e Yearly

g otify consumer of
eligibility

DS2200 (Choice Form)

Federal Waiver Assessment Team

a . . v
Send DS3770 form cnerate = "
to QIDP to sign & —-
file to consumer DS3770 . D) Yearly

record (3 mo.

Prior to
Yes  pirthdate)

5

12

Sign Choice e S0d of Review DS2200 and

reciept return to SC with -

signature

Form?

Consumer

DS2200
(Choice Form)

DS2200

: Reasses 1
Review Consumer . -No- Send DS2200 form
Waiver "
Plan (IPP) R for disenrollment

Service Coordinator

.
m Activity m Activity Description Systems/Tools
Generate & Federal The assessment feam Yearly query or SANDIS
review list of Waiver generates and reviews a full | DDS List received
Consumers Assessment | listing of Consumers who
eligible for Team meet the criteria for any of
Fed Waiver the Federal Waiver

programs. A list is received
from DDS in addition to
individual RC created
queries.
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m Activity m Activity Description Systems/Tools

Determine if Federal The assessment tfeam

each Waiver determines which of the
Consumer is Assessment | listed Consumers are eligible
eligible for Team for the waivers.

Federal

(For example, checking for
disqualifying waivers, Medi-
Cal eligibility, level of care
criteria requirements, POSs
in the last 6 months for the
given waiver type, efc.).

Waivers

If the Consumer is currently
on a Federal Waiver with a
department other than DDS,
the RC helps the Consumer
determine which Federal
Waiver they want fo be on
(Consumers can only be on
one Federal Waiver at a
fime).

If the Consumer is not
eligible for any Federal
Waivers, end the process.

If the Consumer is eligible for
one or more Federal
Waivers, resume the process
af step 3.

3 Notify Federal The assessment feam 1. Step?2 Paper Mail
Consumer of | Waiver notifies the service 2. Step 10
eligibility Assessment | coordinators and sends the
Team DS2200 Choice Form to 3. SDP-step 15
eligible Consumers.
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tfo Consumer
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Sign Choice
Forme

Process
DS2200/
Update
Consumer
Profile

Generate &
Distribute
Federal
Waiver
Reports

Federal
Waiver
Assessment
Team

Consumer

Federal
Waiver
Assessment
Team

Federal
Waiver
Assessment
Team
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m Activity m Activity Description Systems/Tools

The DS3770is sent to a
Qualified Intellectual
Disability Professional (QIDP).
This document is housed
internally and states that the
Federal Waiver team has
reviewed the info in the
client file, determined they
are eligible for the waiver,
and retained the form for
audit purposes. The
information in the CDER and
IPP is used to complete the
DS3770 and determine
eligibility.

The Consumer reviews the
notification and determines
if they want to proceed.

If yes, the Consumer must
sign and return the DS2200
Choice form within 30 days
of receipt of the choice
form.

Resume the process at step
6.

If no, the process ends.

The assessment team
processes the returned
DS2200 and updates the
Consumer record in SANDIS
to reflect waiver enrollment
choice.

The assessment feam
generates and distributes
the Federal Waiver Reports
fo the appropriate agencies
based on the waiver type.
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m Activity m Activity Description Systems/Tools

Determine if Federal The assessment team
recertification | Waiver determines if recertifications
is needed Assessment | are required.

Team Recertifications are required

on an annual basis, 3
months prior to the
Consumer’s birthdate or
initial waiver enrollment
date. If a recertification is
needed, resume the process
atf step 9.

If the recertification is not
needed, end the process.

9 Review Service The Service Coordinator 8
Consumer Coordinat | reviews the IPP plan
Individualized | or
Plan (IPP)

10 Reassess Service The Service Coordinator 9
Waiver Coordinat | performs an assessment to
Eligibility or determine if the Consumer is

eligible for the Federal
Waiver.

If the Consumer is eligible,
resume the process at step
3.

If the Consumer is not
eligible, resume the process

at step 11.

11 Send DS2200 | Service The service coordinator 10
form for Coordinat | sends the DS2200 for
disenrollment | or disenrollment to the

Consumer.

12 Review Consumer | The Consumer returns the 11
DS2200 and signed DS2200 Choice form
refurn to SC fo confirm disenrollment in
with signature the Federal Waiver

program.
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