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HCSIS Glossary of Terms
Alerts

An Alert is an electronic message automatically generated in HCSIS to inform the user of an event that occurred or did not occur as expected within the system. Alerts may be used for informational, reminder or escalation purposes. Some alerts, called Smart Alerts, contain hyperlinks to other screens in HCSIS, while others convey only textual information. Service Coordinator (SC) Supervisors may receive an alert for any of the following actions:

· Act 150 Program cannot be end-dated

· Act 150 Program end-dated

· Case Transfer Initiated to Alternate SC Entity
· Consumer approaches the age of 60

· Contact not recorded
· Eligibility Reviewer Action

· ISP not approved within 30 days of eligibility

· ISP status set to review

· New referral received 
The following table outlines the alerts received by supervision roles: 

	Alert Title
	Alert Definition
	Alert Received by

	Act 150 Program cannot be end-dated


	The Service Coordinator and SC Supervisor receive the "Act 150 Program cannot be end-dated" alert when the eligibility for an ACT 150 consumer who turned 60 cannot be end-dated because a plan exists in HCSIS.  This alert will automatically be removed from the list of pending alerts after 14 days.
	· Service Coordination role

· SC Supervision role

	Act 150 Program end-dated


	The Service Coordinator and SC Supervisor receive the "Act 150 Program end-dated" alert when the eligibility for an ACT 150 consumer who turned 60 is end dated.  This alert will automatically be removed from the list of pending alerts after 14 days.
	· Service Coordination role

· SC Supervision role

	Case Transfer Initiated to Alternate SC Entity
	The SC Supervision role receives the "Case Transfer Initiated to Alternate SC Entity" alert when SC entity staff begin a transfer from one entity to another within the same agency.  When the alert is selected in the Pending Alerts screen, the hyperlink navigates the user to the Case Assignment and Transfer screen.  This alert will automatically remove itself from the list of pending alerts when the consumer is assigned to a Service Coordinator's caseload in the new SC entity OR after 14 days.    
	· SC Supervision role

	Consumer approaches the age of 60


	The Service Coordinator, SC Supervisor and State Eligibility Reviewer receive the “Consumer approaches 60” alert 30 days before the consumer’s 60th birthday. When this alert is selected in the Pending Alerts screen, the hyperlink navigates the user to the Consumer Demographics screen for that consumer. This alert will automatically remove itself from the list of pending alerts after 14 days.
	· Service Coordinator role 

· SC Supervision role

· State Eligibility Reviewer role

	Contact not recorded


	The SC Supervision role receives the “Contact not recorded” alert when three days have passed since the initial referral was entered into HCSIS and there isn’t a contact attempt documented on the Contact Log screen. When this alert is selected in the Pending Alerts screen, the hyperlink navigates the user to the Contact Log screen for that consumer. This alert will automatically remove itself from the list of pending alerts when a successful contact is recorded on the Contact Log screen or after 7 days.
	· SC Supervision role

	Eligibility Reviewer Action


	The Service Coordinator and SC Supervision roles receive the “Eligibility Reviewer Action” alert when the Eligibility Reviewer changes the waiver/program status in a consumer’s waiver/program enrollment record from ‘Submit to State’ to either ‘Rejected by State’, ‘Enrolled’ or ‘Ineligible’. This alert will automatically remove itself from the list of pending alerts after 14 days.
	· Service Coordination role 

· SC Supervision role

	ISP Not Approved within 30 Days of Eligibility


	The SC Supervisor receives the “ISP not approved within 30 days of eligibility” alert when there is no approved ISP and 30 days have passed since the consumer was enrolled in a waiver/program. When this alert is selected in the Pending Alerts screen, the hyperlink navigates the user to the Draft Plan search screen. This alert will automatically remove itself from the list of pending alerts after 14 days.
	· SC Supervision role

	ISP Status set to Review


	The SC Supervisor receives the “ISP set to review” alert when a draft plan is moved into pending review status by one of the Service Coordinators (SC) he/she supervises. When this alert is selected in the Pending Alerts screen, the hyperlink will navigate the user to the Draft Plan search screen. This alert will automatically remove itself from the list of pending alerts when the SC Supervisor changes the plan status from pending review to pending approval OR after 14 days.
	· SC Supervision role

	New referral received 


	The  SC Supervision role receives the “New referral received” alert when the pre-registration information for a consumer is completed. This alert will automatically remove itself from the list of pending alerts after 14 days.
	· SC Supervision role


Note: SC Supervisors may also view alerts received by each of the Service Coordinators they supervise by utilizing the Recipient User field on the Pending Alerts screen search box. The SC Supervisors will only see their own alerts or the alerts that belong to the Service Coordinators they supervise.

Backup Service Coordinator (SC)

A Backup SC refers to the Service Coordinator that can access the consumer records on another SC's caseload. The Backup SC can fill in for the primary SC should the need arise. Backup SCs are designated via the Access and Authorization screen. It is possible to set up multiple backup Service Coordinators. 

Case Transfers

Case Transfers occur when a consumer’s SC or SC Supervisor needs to change. Transferring a case in HCSIS should happen after the details of the transfer have been decided by the SC personnel handling the transfer.

The SC Supervision roles have different levels of authority to perform transfers in HCSIS via the Case Management Wizard (CMW):

· SC Entity Level Transfer: SC Unit Management, and SC Supervision roles can transfer consumers from one SC entity to another SC entity .. To change the SC Entity, the transferring SC Entity initiates a transfer and sends the consumer to the receiving SC Entity.. The destination SC Entity accepts the consumer by assigning the consumer to a new Service Coordinator.

· Service Coordinator Level Transfer: The SC Unit Management and SC Supervision roles can transfer individuals from one Service Coordinator’s caseload to another Service Coordinator’s caseload, as long as both SCs are in the same SC Entity.

Caseload

A caseload refers to the consumers that are assigned to a particular Service Coordinator. The Service Coordinator works with the consumers in their caseload to assist in the development of an Individual Service Plan (ISP) locate services and coordinate and monitor the provision of identified services. SC Supervisors may supervise multiple Service Coordinators and therefore multiple caseloads.

Caseload Facesheet

The Caseload Facesheet is a screen that allows a user to see their entire caseload listed by consumer name, Master Client Index (MCI) number, date of birth, primary funding source and ISP end date for each consumer. It also displays the total number of consumers in a caseload. The user can link from this information directly to more detailed information for a specific consumer.

(County/Joinder)/SC Entity

The (Cnty/Jndr)/ SC Entity is the office that manages the various SC Entities that provide Service Coordination services to consumers across the Commonwealth. Consumers are associated with the (Cnty/Jndr)/SC Entity that corresponds to the geographic location where they live. The term Cnty/Jndr is used by the Office of Developmental Programs (ODP). The term SC Entity relates to consumers receiving services through the Office of Long Term Living (OLTL).

Follow-up Service Notes

The Follow-up Service Notes allow the Service Coordinator to set reminders for future action that is needed on the service note. Follow-up Notes may also be necessary based on findings from a previous service note. If the follow-up service note is not addressed by the follow-up date, an alert will be sent to the SC.

Individual Service Plan (ISP)

The Individual Service Plan (ISP) is the summary of a consumer's planned services and supports, identified as a result of the consumer and Service Coordinator’s review of preferences and needs. The plan must be revised at least once per year, with several regular reviews taking place during the year. 

Note: The terms Individual Service Plan and Individual Supports Plan are used interchangeably.
Medical Assistance (MA)

Medical Assistance is a Federal program (Title XIX of the Social Security Act) that pays doctor and hospital bills for eligible consumers. It also provides funding for ICF/ORC/NF care and most home and community based services provided by the Office of Medical Assistance (OMAP) and the Office of Long Term Living (OLTL). 

Read-Only

"Read-only" means that you cannot edit or delete information in a field, record or screen. You can only view it on your screen in HCSIS.

SC Entity
An SC Entity is any organization that has been approved to provide service coordination services within the Commonwealth of Pennsylvania.

SC Entity Profile 

The SC Entity Profile is a record in HCSIS that captures the organization’s name, contact and location information for the Service Coordination Entity. This information is an essential basic element of all other HCSIS service coordination functionalities. 

SC Model

The SC Model is an indicator on the SC Entity Profile of the type of viewing capabilities the staff of the entity will have. An entity can be designated as either Model One or Model Two.

· Model One: SCs can view records for all consumers in the entity, but only update the consumers in their caseload or that are on a caseload for which the SC is a backup.

· Model Two: SCs can view and update only the consumers in their caseload or that are on a caseload for which the SC is a backup.
SC/SC Supervisor Profile

The SC/SC Supervisor Profile contains information about an SC or an SC Supervisor. Each profile contains basic information such as the Service Coordinator’s or SC Supervisor’s name and hire date. SC Supervisors may also utilize the information captured in the SC profile to provide basic information about each Service Coordinator such as training and specializations. This information may help to assign consumers to the most appropriate Service Coordinator.
Service Notes

Service Notes are notes that document meetings and other contacts with a consumer, the consumer’s family or service staff. These notes are recorded in the service notes portion of a consumer’s record in HCSIS.

All service notes are available to the SC Supervisors for review. SC Supervisors have the ability to update service notes and make notes regarding any changes that they made in the “Supervisory Edits” field. This field will appear read only to the Service Coordinator if the Supervisor has updated the service note.

Service Notes Views

Service Notes may be displayed using several different views as described below:

· Follow-up required service notes only: The Follow-up Service Note view provides a list of any Service Notes that were marked as requiring follow-up action to be taken. This listing displays only Service Notes for the consumers in the Service Coordinator’s caseload.
· Summary: The Summary Service Note view displays the comments in a table with the following information: Date of contact, Date of Entry, Service Type, Category, Sub-Category, Number of Units (used by ODP only), and a few words of the note. The number of service notes displayed on a single page is limited to twenty. Users may click on the hyperlink in the Note column of the record to open the note and edit it. Notes are grouped together by the name of the consumer.
· Text: The Text Service Note view displays the notes in an abbreviated format and includes the following information: Date of Service/Contact, Location of Service, the Service Note text, Supervisory Edits, and a stamp of user name and date the last time the note was updated.

Supervisory Edits

Supervisory Edits are additional notes or information that is added to a service note by a supervisor during his or her review of a service note that was previously created by the Service Coordinator. This field should enumerate the details of any changes made by the supervisor to the service note including dropdown fields, units or service notes content changes. If any changes are made to the service note, then this field is required. If the supervisor reviews the service note and does not make and save any changes, then this field can be left blank. As with all service notes, service note supervisory edits are only available to be added or edited from the day the service note is entered until the 4th or 19th of that month. HCSIS runs a program that makes service notes read-only every 15 days.

Transfer Status 

The Transfer Status is the way HCSIS classifies a consumer’s information on the Case Assignment and Transfer screen. There are four different transfer status types:

· New case:  Consumer is not yet assigned to an SC

· Transfer in:  Consumer is transferring in from another SC entity
· Transfer out:  Consumer is transferring out of your SC entity 
· Assigned:  Consumer is currently assigned to a Supports Coordinator and not in the process of a transfer
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