HCY Guidebook


RECORDS MANAGEMENT

Documents that are filed in the participant's legal record should be maintained according to the following procedure:

· Documents should be filed in each section in descending chronological order. 

· Duplicate copies of documents should not be filed in the record. 

· Staples and tape should not be used. 

· When the participant's record exceeds folder capacity, an additional folder should be created. 

· Each folder will be marked with the participant's name and DCN and maintained according to the procedures outlined in this guideline. 

· A notation will be added to the record tab indicating that additional folders are on file. 

Order of the Participants Record 

(includes outdated forms)

· Section 1 - Enrollment: 

· Enrollment Information (CC-1)  

· Exceptions Denial letter

· Section 2 - Services: 

· Assessment/Service Plans 

· CAT (outdated)

· Participant Information (CC-7) (outdated)

· Nutrition Screening (outdated)

· Transition Plan (CC-8)  (outdated)

· Prior Authorizations, in the following order, each section in descending order by date: 

· Private Duty Nursing Assessment tool  

· Personal Care Assessment tool 

· Prior Authorization (8809) with: 

· Home Health Agency Plan of Care (485 & 487), 

· Prior Authorization (CC-9,CSHCN)

· Prior Authorization (CC-9D, CSHCN)

· Section 3 – Medical Information: 

· Information Request (CC-62) (outdated)

· Revocation Form (outdated)

· Acknowledgement Form

· Refusal Of Consent to Share Health Care Information (BGDP2) (outdated)

· Consent to Share Health Care Information (BGDP-1) (outdated)

· Authorization for Disclosure of Consumer Medical/Health Information (MO 650-2616) 

· Medical Reports (all sources) 

· Medical Report (CC-5) (outdated)

· Section 4 – Correspondence: 

· Confirmation of Verbal Authorization (New)

· Form Letters 

· Letters received concerning the participant 

· SSI Referral for Rehabilitation Services (DD-AFP) 

· SSI or Camp Applications 

· Medical Source Statement - Mental (for Social Security) (outdated)

· Section 5 - Forms: 

· Emergency Response Information 

· HCY PDN Acceptance 

· Rights and Responsibilities Acknowledgement 

· Participants Rights & Responsibilities (HI - outdated) 

· Insurance Information (CC-2) (outdated)

·  SSI Disability Program Form (SSI-9) 

· PDW Referral Screening tool

On Site Record Maintenance

· Participant records will be locked in a centralized filing system. 

· The participant's legal record should not be removed from the Regional Office or Contracting Agency Office. 

· The Regional Office Coordinator shall appoint a Records Administrator. 

· The duties of the Records Administrator should include: 

· Maintenance of the record system. 

· Destruction of records according to the Central Office retention schedule. 

· Researching of record information at the request of Central Office staff. 

· Assuring that the microfilming process is carried out according to policy.

Records Retention

· The following records should be retained in the Regional Office or Contracting Agency office:

· Participant records that have been actively enrolled on any BSHCN service.  Upon closure of BSHCN Program(s) the record will retained in the inactive files until requested by Central Office for microfilming.

· Upon receipt of the Microfilming List from Central Office, the records requested will be prepared for microfilming and sent to Central Office. This process should be documented.  

· All closure dates of the inactive charts should be reviewed when selecting charts for microfilming and any chart with program closure date(s) on or prior to the microfilming cut-off date should be added to the microfilming list and also sent for microfilming.   This process must be documented. 

· The following records/referrals should be retained for 3 months after the participant information screen closure date.

· Referrals that are not made active on any program and cannot be added to a previous chart still housed in the Regional Office or contract office.

· After 3 months, and no further activity, the chart/referral paperwork may be shredded.  Documentation should be done to explain the process. 

Lost/Missing Participant Records

· Central Office will be notified when a participant's legal record cannot be located. 

· Central Office will contact all Regional Offices in an effort to locate the participant's lost legal record. 

· When the participant's lost legal record cannot be located, a memorandum will be prepared by the Central Office outlining the details of the record search. 

· The Bureau Chief will indicate acceptance of the information by authorizing that the participant's lost legal record be officially closed. 

· The memorandum and accompanying documentation should be microfilmed in lieu of the participant's lost legal record according to the retention schedule. 
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