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In This Issue:

OPWDD Front Door Practice and Procedures

Attached to this E-Visory is a memorandum from Sally Berry, Acting Associate Deputy
Commissioner, dated February 20, 2014 which provides clarification and a description of practices for
some of the elements of OPWDDs Front Door. This document supersedes previous communication
and contains information about: who comes through the Front Door, Front Door Information Sessions
for Individuals and families, effective communication, who completes the DDP-2 and when, and
availability of funding for services. Refer to the attached memorandum for further details.

Training Opportunity: Residential Notifications for Willowbrook Class Members

A schedule of videoconference training sessions is being offered to address the protocol for Residential
Notifications for Willowbrook Class Members. Please note that these training sessions have been set
up by Region. Medicaid Service Coordinators/Case Managers, MSC Supervisors, district Willowbrook
Liaisons and both State and Voluntary Treatment Team Leaders who have Willowbrook class
members on their caseloads or in their residential programs are expected to attend. Service
Coordinators and Supervisors can earn 2 hours of professional development credits for attending. Use
the following link to register for this training: http://www3.opwdd.ny.gov/wp/wp catalogz2432a.jsp.

REMINDER: Enrollment into Electronic Payments for Medicaid Service Coordination Providers
On October 25, 2013 OPWDD'’s Bureau of Central Operations distributed notification that the New
York State Department of Health (DOH) will be implementing a requirement that all Medicaid
providers receive payments via Electronic Funds Transfer (EFT). It is recommended that all MSC
providers, who have not already done so, proceed immediately with EFT enrollment. More detailed
information on the enrollment process can be found in the attached letter, from Karla Smith, Director
of Central Operations. Questions about completing the EFT Authorization Form can be directed to the
Computer Sciences Corporation (CSC) call center at (800) 343-9000, or you may contact the Bureau of
Central Operations at (518) 402-4333 regarding general questions about this change.

OPWDD Required Background Checks
As of February 2014, OPWDD has issued a chart to assist providers in complying with background
check requirements. The chart can be accessed on the OPWDD website at:

http:/ /www.opwdd.ny.gov/node/5115



http://www.opwdd.ny.gov/opwdd_services_supports/service_coordination/medicaid_service_coordination/msc_e-visories
http://www3.opwdd.ny.gov/wp/wp_catalogz2432a.jsp
http://www.opwdd.ny.gov/node/5115
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TO: Developmental Disabilities Regional Office and State Operations Directors and
Deputies
Provider Associations
Voluntary Provider Agency Executive Directors

FROM: Sally Berry, Acting Associate Deputy Commissioner Sau..-l Bvu.?,

SUBJECT: FRONT DOOR PRACTICE AND PROCEDURE

DATE: February 20, 2014

This document is being issued to provide clarification and a description of practices for some of the elements of
the Office for People with Developmental Disabilities’ (OPWDD’s) Front Door, for the purpose of ensuring
consistency of experience across the state for individuals and families seeking OPWDD support. The document
addresses some, not all, Front Door practices; additional direction will be provided when the Front Door
Procedure Manual, currently being finalized, is distributed or by additional interim communication.

This document supersedes communication of July 24, 2013, from Jill Gentile, and contains information about:

¢ Who comes to the Front Door

* Front Door Information Sessions for Individuals and Families
¢ Effective Communication

¢  Who completes the DDP-2, and when

* Availability of funding for services

1. Who comes to the Front Door?

Presently, the Front Door process is focused on people in the following categories:

* OPWDD eligibility has not been established
=  OPWDD eligibility has been established but the person is not receiving services
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* An eligible person is not receiving MSC (Medicaid Service Coordination) or PCSS
(Plan of Care Support Services) and is now requesting MSC or PCSS

* An eligible person receiving MSC but not receiving other services

* Aneligible person is not receiving any HCBS Waiver services and is now requesting one or more

* There has been a significant break (1 year or more) in waiver services

* Young adults who are transitioning from public or residential schools either into the OPWDD system
for the first time or requesting a new HCBS waiver service

* Individuals who are transitioning into the community from Developmental Centers (DCs)

2. Front Door Information Session for Individuals and Families

Information Sessions for Individuals and Families

Individuals and families as defined in #1, above, must participate in a general informational session.
This session is intended to help the individual/family understand the Front Door process and to
answer any questions the individual or family may have about OPWDD services, the eligibility
determination process, or service planning.

When to attend: OPWDD eligibility is not a prerequisite to attend the sessions. It is
recommended that eligibility be established and the Information Session, or its equivalent,
completed before proceeding to assessment and service planning. In instances when individuals
and/or family members are not able to attend an information session, Regional Office Front Door
staff may provide information via telephone or in person on OPWDD services, with training
materials shared via mail or electronically. These alternative strategies are equivalent to
attending the Front Door information session.

Who can attend: Information Sessions are targeted to individuals who are seeking OPWDD services
and their families, but are open to agency representatives and other interested individuals if there is
capacity and if no individuals/families are turned away from a specific session. An individual or family
may request a service provider or advocate to attend the session with them. However, since the main
purpose of the Information Sessions is to inform and engage families and individuals, regional offices
should also provide separate sessions targeted to provider representatives to address their specific
questions and responsibilities.

When and how are the Information Sessions accessed: Front Door staff will conduct Information
sessions minimally on a monthly basis and as frequently as necessary. Times will vary in order to be
conducive to family participation enabling better progression through the Front Door process. Regions will



ensure sessions are video-conferenced to remote locations whenever possible to meet the needs of people
living in outlying communities or with transportation barriers. Translated Front Door Information Sessions
are available to individuals who speak a language other than English, including those who are deaf, hard-of-
hearing and/or visually impaired. See “Effective Communication”, below.

People interested in attending an informational session may register through the Front Door Intake staff or
via the OPWDD Training website.

3. Effective Communication

OPWDD is committed to providing effective communication to individuals, family members and/or designees
who speak another language other than English. This also includes individuals who are deaf, hard-of-hearing
and/or visually impaired that require communication assistance. To assist employees with meeting the
communication needs of individuals, OPWDD issued a Language Access Policy and Procedures with
instructions for accessing interpretation and translation resources. In addition to the Language Access Policy
and Procedure, each region has a designated Language Access Liaison who can assist you with language access
resources and services. For a listing of the Language Access Liaison in your region, please follow this link:
http://omrnet.omr.state.ny.us/WorkArea/linkit.aspx?Linkidentifier=id & ltemID=47480

Please click the following link for the OPWDD Language Access Policy and Procedure:
http://omrnet.omr.state.ny.us/entity.aspx?entityld=47356

4. When is the DDP2 assessment conducted and by whom?

Assessment ~ Front Door/Regional Offices

A completed, current Developmental Disabilities Profile 2 (DDP2) is required for all individuals accessing the
Front Door, including those with provisional eligibility who are seeking waiver services. For individuals seeking
only contracted funded Family Support Services or ISS, a DDP2 is not needed. In those instances where the
individual has a DDP2 on file, Front Door staff will review and verify that the DDP2 accurately represents the
individual, and update or replace with a new DDP2 as needed.

DDP2s previously completed by voluntary providers define the program specific needs for the individual.
However, the Front Door will utilize the DDP2 to assess the individual’s needs across all environments as
opposed to a singular setting, and any existing DDP2s will be evaluated from this perspective. Instructions for

completing the DDP2 based on the individual’s global needs have been provided to the Front Door staff to
ensure consistency of completion.



The Coordinated Assessment System (CAS), a more robust assessment tool, is currently being piloted.
This will eventually be used to assess a person’s strengths, interests and needs, instead of the DDP2.

Assessment - Providers

Provider agencies enrolling an individual in a service are also required to complete a DDP2 and should follow established
protocols (see link below for detailed instructions). The Front Door/Regional Office DDP2 does not eliminate the
provider’s responsibility to have their own DDP2 on file for the service they are providing the individual, if a DDP2 is
required or recommended for that service.

Please click the following link for the OPWDD DDP2 user guide:

hitp://www.cpwdd.ny.gov/opwdd resources/opwdd forms/developmental disabilities profile user guide
and forms/ddp2 user suide

Assessment ~ Providers

Provider agencies enrolling an individual in a service are also required to complete a DDP2 and should follow established
protocols (see link below for detailed instructions). The Front Door/Regional Office DDP2 does not eliminate the
provider’s responsibility to have their own DDP2 on file for the service they are providing the individual, if a DDP2 is
required or recommended for that service.

Please click the following link for the OPWDD DDP2 user guide:

hitp://www.opwdd.nv.gov/opwdd resources/opwdd_forms/developmental disabilities profile _user guide and
forms/ddp2 user guide

5. Funding available for services?

Regional offices should have adequate resources in their allocation to support services for individuals new to service
as well as individuals seeking changes in service.

cc: Kerry Delaney, Executive Deputy Commissioner
Helene DeSanto, Deputy Commissioner
John Gleason, Associate Deputy Commissioner, State Operations



NYS Office For People With Developmental Disabilities

Andrew M. Cuomo, Governor
October 2 5, 20 ] 3 Laure A. Kelley, Acting Commissioner

RE: Enrollment in Electronic Funds Transfer (EFT)
For Medicaid Service Coordination Providers
Please distribute to Fiscal Staff

Dear MSC Provider:

The New York State Department of Health will be implementing a requirement that all Medicaid
providers receive payments via Electronic Funds Transfer (EFT) and remittances either electronic ANSI
X12 835/820 files via eMedNY eXchange or FTP, or paper remittances delivered electronically via
eXchange. While Medicaid Service Coordination (MSC) providers have been able to receive electronic
remittances, OPWDD has precluded MSC providers from enrolling in EFT because the Medicaid
enrollments are done under the auspice of OPWDD. This correspondence is being sent to notify all
MSC providers that they may now enroll in EFT. If enrollment isn’t completed now, it will be
required upon the next scheduled renewal of the Medicaid Certification (ETIN). It is recommended
that providers proceed immediately with EFT enrollment prior to receipt of the yearly certification
correspondence from Computer Sciences Corporation (CSC). The EFT enrollment form is available at
www.emedny.org at the following link:

https://www.emedny.org/info/ProviderEnrollment/ProviderMaintForms/701101 EFT FORM EFT Enrollment Form.pdf

When completing the form, your agency will need to include New York State’s Federal Tax ID
number in the designated area of the form. You should not include your agency’s Federal Tax 1D
number, as all MSC provider ID numbers are enrolled under OPWDD and utilize the New York State
Federal Tax ID number. New York State’s Federal Tax ID number is 146013200. Please include
this number in the identified component of Section A of the EFT Authorization form. In addition,
you should include the name on the application as it appears on your Medicaid checks.

If your agency enrolls in EFT for one or more non-MSC provider ID when completing the
EFT enroliment of your agency’s MSC provider ID(s), your agency must use your agency’s Federal
Tax ID in Section A of the EFT Authorization Form for the non-MSC provider ID(s).

If you have questions about completing the EFT Authorization Form, you may contact the CSC call
center at (800) 343-9000. You may also contact the Bureau of Central Operations at (518) 402-4333 if
you have general questions about this change.

Sincerely,

Kmlaﬂ%‘d/d‘

Director of Central Operations

cc: Ms. Tumey (NYS DOH) Mr. Jefferson

Mr. Waytkus (CSC) Ms. Bush
Ms. Hynes (CSC) Mr. Breslin
Mr. Pasternak Mr. Scanlon
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