HCY Guidebook


DOCUMENTATION
Documentation is essential in assessing the effectiveness of service coordination activities. The documentation should be entered promptly, be factual and accurate, and inclusive of all components of the activity. All contacts with or about the participant should be documented in the BSHCN Information System (MOHSAIC) as soon as possible, but no longer than ten (10) business days after the date of the contact.  All documentation in the BSHCN Information System are legal documents of record. 

· Documentation should be written in first person, using complete sentences or bullet style.
· The use of “Home Visit Template” (Appendix O) and the “Prior Authorization Templates” are required (Appendix P).

· Documentation should be comprehensive enough to justify staff actions and include an action plan allowing others to intervene in the Service Coordinator's absence.

· Receipt of reports, Individual Educational Plans, etc., that are reviewed by staff and require no action should be initialed, dated, and filed.

Forms requiring documentation in both the home visit template and the BSHCN MOHSAIC Form screen:

· CC-1 (Initially) (Appendix E)
· DHSS Notice of Privacy and Privacy Policies Acknowledgement (Annually) (Appendix F & G)
· Authorization for Disclosure, HIPPA, (Annually) (Appendix H)

· Rights and Responsibilities (Annually) (Appendix I)
·  Private Duty Nursing Acceptance (Annually) (Appendix M)
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