PDW Guidebook


ENROLLMENT

The Service Coordinator should contact the participant/family to arrange a home visit within 10 days if the Physical Disabilities Waiver (PDW) has been requested.  If it is not possible to make a visit within these time frames, the reason and the plan for a visit should be documented.   
During the home visit: 

· The PDW program and benefits are explained, 

· All required forms are completed (see Required Forms), 

· Parent/guardian will be given a Provider List with an explanation to locate a provider of their choice for the type and amount of service that is authorized.  Service Coordinator may assist with calls to the provider if requested and an Authorization for Disclosure is signed.
· If the Service Coordinator is asked to choose the provider they are to choose from a rotational system.  
Following the home visit;

· Additional information is requested from other healthcare team members and other agencies if needed,
· Remaining paperwork is completed and submitted to the PDW Program Manager (see Required Forms) for review by the PDW Committee,
· If approved for enrollment the Service Coordinator sends a Confirmation of Verbal Authorization (Appendix H)  to the home health provider,
· Documentation is made in the BSHCN Information System of all activities.

The Service Coordinator should inform the participant and the provider of the approval of enrollment in the waiver (Letter A).

In cases where the PDW Committee denies, reduces, or terminates a service(s) listed on the Plan of Care and PA Request, the Service Coordinator should notify the participant and provider of this decision.  The Service Coordinator should complete the 
Client Notification Letter (See Letter C) and mail it to the participant within 3 business days of notification of the decision. 

A copy of the Client Notification Letter should be retained in the participant's file, and a copy sent to the PDW Program Manager. 

If the participant is not approved for enrollment in the PDW Program, the PDW Program Manager will notify the individual by mail of this decision. 
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