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	Background

	This process guide is developed to illustrate the coordination of services to children, age 17 or under, referred to and/or receiving services through the Aged and Disabled Waiver.  This Process Guide is not intended to replace any regulations or policy under which the programs are administered.  This is a collaborative effort between Economic Assistance staff, Medicaid staff, and Aged and Disabled Waiver staff.

For this document Economic Assistance Social Service Workers will be referred to as SSWs and the Medicaid Waiver Services Coordinators will be referred to as SC.  







	I. Waiver Referral Process

	SSW
	1.  A need for AD Waiver is identified.
2. Contact the Waiver staff serving the area where the client resides.  Refer to the Waiver Referral Chart, by City or by County.  See Table Key for contact information.
3. Complete Referral, providing parent/legal representative contact information and the reason for the referral.




	II.  Waiver Office Receives Waiver Referral

	SC
	General Process:
1. Referral from any source for a request for Waiver Services through the AD Waiver is received.
2. Identify if the child currently has Medicaid
a. If Medicaid is open, continue to Step 3.
b. If Medicaid is not open, determine if Medicaid is pending.  If so, continue to Step 3, below.
c. If there is no Active or Pending Medicaid case, inform the family they need to apply for Medicaid for the child and to indicate on the application they are referred for Medicaid for that child by the SC.
3. Determine if the referral is accepted.
4. Inform the referral source of the outcome of the referral.
5. If referral is accepted and there is a pending or active Medicaid program case, pend an AD Waiver case and assign yourself as the worker for that case.
6. If referral is not accepted, refer the child/family to appropriate resources or services.
Process continues at II-A.






	II.  Waiver Office Receives Waiver Referral, Cont.

	II-A.  Medicaid is Pending

	SC
	1. Review N-FOCUS Narrative.
2. If indicated, send Worker Alert to share or request additional information.
3. If Waiver referral is accepted, pend the AD program case and assign yourself as worker for that case.




	II-B.  Medicaid is Active

	SC
	1. Review N-FOCUS Narrative.
2. Check if child is active for Medicaid.
3. If Waiver referral is accepted, pend the AD program case and assign yourself as worker for that case.



	II-C.  No Medicaid Case

	SC
	If N-FOCUS search results in a closed or denied Medicaid Case or no Medicaid Case, 
1. Inform the individual they must apply for Medicaid, and
2. When they apply for Medicaid, to indicate on the application that they were directed to apply for Medicaid for the child by the Waiver SC. 






	III.  Outcome of Waiver Referral

	III-A.  Waiver Criteria is Met

	SC
	When Waiver Assessment is completed and the child is determined to meet Waiver criteria:
1. Check the status of the child’s Medicaid Case
2. Check for a reply to any Worker Alert requests for information you had made.  
3. Send Worker Alert to Medicaid case, indicating
a. The individual has been determined to meet the AD Waiver level of care, and 
b. The effective date of Waiver eligibility.
4. If Medicaid is in Pending status, send a Worker Alert to the Medicaid program case that AD eligibility has been determined for the child and the effective date.
5. If Medicaid is Active, in addition to the items in Number 3, above, send Worker Alert to Medicaid program case, requesting budgeting be processed to activate the AD program case for the child.
6. If Medicaid is Closed or Denied, check the reason to determine if Waiver approval of the child would effect that decision.  If so, check the narrative for the Closure or Denial action to determine if Waiver eligibility would impact that determination.  Follow up with parent/legal representative or Customer Service Center, if indicated. 

	SSW
	1. Upon Medicaid eligibility determination for the child who is pending for AD Waiver, send a Worker Alert to SC regarding the status of the Medicaid case.
2. When notified that the child meets Waiver eligibility criteria, within 5 work days,
a.  Complete budgeting process to activate the AD Waiver case, and
b. Generate a Worker Alert to the Waiver case for further SC processes.   



	III.  Outcome of Waiver Referral, Cont.

	III-B.  Waiver is Denied

	SC
	Submit electronic Change Report* at www.ACCESSNebraska.ne.gov for the child, identifying the SC as the submitter, communicating:
1. The child does not be meet Waiver eligibility,
2. The Pending AD program case needs to be Denied, 
3. The reason Waiver is denied,
4. The identified unmet needs indicated in the Waiver Assessment that could be addressed by other DHHS programs, and
5. Other referrals completed by the SC.
*Note:  Worker Alert may be used, if text limitations permit.

	SSW
	When notified that AD Waiver is denied for the child,
1. Deny the AD program case on N-FOCUS.
2. Explore eligibility for other DHHS programs that could meet the family’s needs, following program specific guidelines.
3. Consider if additional referrals are indicated.
4. Determine if additional action is needed regarding current Medicaid eligibility.








	IV.  Ongoing Communication

	IV-A.  Medicaid Eligibility Review

	SSW
	1. System-generated Medicaid Review letter/application is sent to the parent/legal representative.
2. When Alert is received that review letter has been sent, create a Worker Alert for the AD program case.
3. If Review Application is not received, close the Medicaid case.  An automated alert is generated to the AD program case.
4. If Review Application is received but requested verifications are not received, review the case to determine action to take on the case. 
5. If Review Application and requested verifications are received, determine ongoing Medicaid eligibility.
6. If Medicaid eligibility ends, an automated alert is generated to the AD program case.

	SC
	1. SC receives the Worker Alert that a Medicaid Review is due.
2. Best Practice is to discuss the pending review with the parent/legal representative during the monthly Waiver contact and encourage the parent/legal representative to complete the review timely so benefits do not end.






	IV.  Ongoing Communication, Cont.

	IV-B.  Waiver Eligibility Review

	SC
	1. Determine ongoing Waiver eligibility and obtain Central Office certification.
2. If AD eligibility ends, submit electronic Change Report* at www.ACCESSNebraska.ne.gov for the child, identifying the SC as the sender, communicating:
a. That AD eligibility is ending for the child and the effective date it will close,
b. The reason AD Waiver is ending,
c. The identified unmet needs indicated in the Waiver Assessment that could be addressed by other DHHS programs, and
d. Other referrals completed by the SC.
*Note:  Worker Alert may also be used if text limitations permit.

	SSW
	1. Notification from SC is received that AD Waiver is closing.
2. Close the AD program case on N-FOCUS, 
3. Explore eligibility for other DHHS programs that could meet the child’s needs, following program specific guidelines,
4. Consider if additional referrals are indicated.  If so, inform the parent/legal representative of other sources to explore for needed services, and
5. Determine if additional action is needed regarding current Medicaid eligibility.






	IV.  Ongoing Communication, Cont.

	IV-C.  Changes in Client Situation

	SC or SSW
	1. The primary responsibility for reporting changes in their circumstances to DHHS rests with the parents/legal representative.
2. If you become aware of changes in the child’s circumstances that may impact Medicaid or AD Waiver eligibility or services, communicate it to the other party via Worker Alert or Change Report.
3. Examples of changes to communicate (not all inclusive):
a. Move with no change in living arrangement
b. Move that is a change in the living arrangement
c. Resources/Inheritance/Trust
d. Change in SOC
e. Change in Guardianship/Payee/POA
f. Change in Health Insurance
g. Accidents or injuries that might result in a claim to Third Party Liability (TPL)
h. Change in Household Composition
i. Medicaid and/or Waiver program cases close and reopen for any reason
j. Change in Income
k. CFS involvement
l. Death of client







	V. Appeal Process

	V-A.  Appeal of Medicaid Action

	SSW
	Best practice is to communicate via Worker Alert to SC the filing of all appeals representing a change in the child’s eligibility.  For Medicaid Appeal of case closure:
1. Notification of Medicaid appeal is received.
2. If parent/legal representative filed within 10 days:
a. When appropriate, re-pend and activate Medicaid and AD Waiver program case for the child, if both were closed on the same notice.  
b. Notify SC via Worker Alert to the AD program case that the program case has been reopened.
3. If parent/legal representative didn’t file within 10 days:
a. The Medicaid and AD program cases for the child remain closed, pending appeal decision.
b. Notify SC via Outlook note of the receipt of the appeal.
4. If appeal is withdrawn,
a. Close Medicaid and AD program cases for the child, if activated pending appeal decision.
b. Notify the SC the appeal has been withdrawn, via Outlook note.
5. When appeal findings are received, take appropriate action on the case and notify SC of the action taken and the appeal findings.  
a. If AD program case is active, notify SC via Worker Alert.  
b. If AD program case is not active, notify SC via Outlook note.







	V. Appeal Process, Cont.

	V-B.  Appeal of Waiver Action

	SC
	1. Notification of AD Waiver appeal is received.
2. If parent/legal representative filed within 10 days, when appropriate, create Worker Alert to the Medicaid program case to reopen the AD program case for the child. 
3. If the parent/legal representative didn’t file within 10 days, the AD program case for the child remains closed, pending appeal decision.
4. If appeal is withdrawn, and AD program case was activated for the child, pending appeal decision, notify the Medicaid program case via Worker Alert to close the AD program case.
5. When appeal findings are received, if N-FOCUS action needs to be taken, notify the Medicaid program case via Worker Alert.
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