
REGIONAL Transfer Protocol
1. At least thirty (30) days prior to a participant’s move to another region, the service
coordinator/plan developer will provide notification to the Bureau of Developmental Disability Services (BDDS) and to the Self-Reliance Program when a participant they serve is planning to move to another region.  (NOTE:  If notification is not received prior to the move occurring and/or at least thirty (30) days prior to the move occurring, follow the guidelines in the Notifications of a Move After It Has Occurred and the Quality Assurance Considerations sections on Page 4—as applicable.)
BDDS will inquire as to participant’s intended move date, region to which the participant is planning to move, reason for move, and whether the move will result in a change in service providers and/or service provision. 
MOVES WITHIN THE SAME HUB

If a participant is moving into a new region but will still be living within the same Hub and the participant’s move:

Will not result in a change in service providers or service provision, the regional BDDS office will:

· Contact the ISSH Regional Liaison in exiting region to determine if participant is court committed.  If ISSH Regional Liaison confirms participant is court-committed, BDDS will verify that participant is moving. BDDS will not proceed with completing the activities identified in the remainder of the bullets in this section until confirmation is received from ISSH Liaison that participant has been approved to move.  
· Instruct the service coordinator/plan developer to submit an Addendum to ICDE in the exiting region checking the “change of address” box and indicating the participant’s new address; and

· Document in RMS database in the narrative section the participant’s intended move date, region to which they are planning to move, and reason for move; and 

· Notify the Idaho Center for Disabilities Evaluation (ICDE) in exiting region of participant’s intended move.   

In these cases the regional BDDS does not need to proceed with completing any additional transfer protocol activities.

or

If a participant is moving into a new region but will still be living within the same Hub and the participant’s move:

Will result in a change in service providers or service provision but the plan developer will remain the same, the regional BDDS office does not need to send the Regional Participant Transfer letter referenced in Bullet #3 below.  However, the remainder of the transfer protocol guidelines will need to be followed.   
or
If the participant is moving into a new region but will still be living within the same Hub and the participant’s move:

Will result in a change in service providers or service provision and the participant will be selecting a new plan developer, BDDS will need to complete all of the transfer protocol guidelines.
2. Within two (2) business days of BDDS becoming aware of participant’s intended move to another region, BDDS in exiting region will complete the following tasks:

· Contact ISSH Regional Liaison in exiting region to determine if participant is court committed.  

If ISSH Regional Liaison confirms participant is court-committed, BDDS will verify with ISSH Liaison that participant is moving into another region.    
If ISSH Liaison is not aware of participant’s intention to move, BDDS will request that the ISSH Liaison discuss the potential move with participant.  BDDS will not proceed with completing any additional tasks identified in the Regional Transfer Protocol until receiving confirmation from ISSH Liaison that participant has been approved to move.  
3. Once BDDS has confirmed that participant is moving (through ISSH Liaison if court committed or plan developer if not court committed), BDDS will:

· Document in RMS database in the narrative section the participant’s intended move date, region to which they are planning to move, and reason for move.

· Complete Regional Participant Transfer letter.  A copy of the letter will be sent to BDDS in the receiving region.
4. At least twenty (20) days prior to participant’s intended move date, BDDS in exiting region will:

· Contact the BDDS Program Manager or their designee in receiving region, via e-mail or telephone call, to confirm that receiving region received a copy of Regional Participant Transfer letter. 
REMINDER:  If the participant is moving between regions but remains in the same Hub with the same plan developer, the Regional Participant Transfer letter is not required so confirmation is not necessary.

· Notify the Idaho Center for Disabilities Evaluation (ICDE) in exiting region of participant’s intended move.  In some instances, it may be necessary to request copies of the ISP documents (referenced in bullet below) from ICDE.
· Forward to BDDS Program Manager or their designee in the receiving region the following documents:  
· Current Individual Service Plan (ISP);
· ISP Supports and Services Addendum (as applicable);

· Legal status documentation (i.e. commitment/guardianship orders, probation/parole, judicial charges/convictions, etc.);
· Physician’s Medical Care Evaluation (MCE).
5. Once BDDS in the receiving region has received the ISP documents from the exiting region, they will contact the participant to determine who they have selected as their plan developer.
If the participant has not yet selected a plan developer, BDDS will provide an explanation about the importance of selecting a plan developer and development of an Addendum prior to moving into the new region if participant requires services immediately upon arrival.  If necessary, a new list of approved service coordination agencies will be forwarded to the participant.
6. The plan developer in the receiving region completes and submits an Addendum to BDDS in the receiving region for review and approval.  
NOTE:  If the participant’s plan year is due to expire less than 120 days from the date the participant’s Addendum is submitted for review and approval, BDDS in the receiving region will contact ICDE in the exiting region and request that a copy of the participant’s DD and DD Waiver eligibility notices be sent to the participant’s plan developer in the receiving region. 
BDDS in the receiving region will then contact the plan developer in the receiving region and instruct them to submit an ISP to ICDE in the receiving region within 45 days of receipt of the participant’s DD and DD Waiver eligibility notices.  If necessary, the Addendum approved in the receiving region will be extended to allow for the plan development, plan review and plan approval timelines identified in the BDDS business model.
or

If ICDE has not yet completed the annual eligibility re-determination and budget calculation process, ICDE will determine if the exiting or receiving region will complete this process according to the standard business model timeline.  
The DD and DD Waiver eligibility notices will be sent to the Plan Developer in the receiving region once the process has been completed.  The plan development, plan review and plan approval timelines will then apply according to the standard business model in the receiving region.         
7. Prior to approving an Addendum to access services in the receiving region, BDDS in the receiving region will review the content of the Addendum in relationship to the ISP and/or Addendum(s) received from the exiting region to ensure services and budget are consistent with what was authorized in the exiting region.  
If there are discrepancies between the Addendum received from the plan developer in the receiving region and the ISP and/or Addendum(s) received from the exiting region, BDDS in receiving region will contact ICDE or the BDDS Program Manager or their designee (whichever unit approved the participant’s most recent ISP and/or Addendum) to discuss the elements of care necessary for the participant to be safely and effectively transitioned and maintained in their new community.  
If there are discrepancies and the participant is court committed to the Department of Health and Welfare, BDDS in the receiving region will also need to consult with the FACS Regional ISSH Liaison in the exiting region to discuss information relevant to the participant’s safe and effective transfer into the receiving region.  

If modifications are required prior to approval, BDDS will negotiate with the plan developer in the receiving region around needed changes.  If resolution cannot be reached, BDDS in the receiving region will approve those services listed on the plan that are necessary for the participant’s health and safety, as well as any other services that are determined appropriate to approve, and provide notice to the participant regarding the Reconsideration of Decision process relevant to any denied service(s). 

8. Once services on the participant’s Addendum have been approved, BDDS prior authorizes these services using the standard procedure for prior authorization.  BDDS in the receiving region will also enter a new end date for services previously prior authorized for the participant in the exiting region.  This new end date will be the last day the participant received services in the exiting region (this date must be prior to the date the Addendum was approved in the receiving region).    
9. Within three (3) business days of approving the Addendum, BDDS in the receiving region will:

· Complete a 0213 if there has been a change in the participant’s level of care.  The 0213 will be forwarded to the Self-Reliance Program in the receiving region for processing; and

· Notify ICDE in the receiving region that participant has transitioned, the participant’s contact information, name of their plan developer, and plan expiration date.  ICDE in the receiving region will facilitate the transfer of necessary participant documents from ICDE in the exiting region in order to conduct the annual eligibility re-determination and budget calculation process.  
NOTIFICATION OF A MOVE AFTER IT HAS OCCURRED

If BDDS receives notification of a participant’s move into their region after the move has already occurred, BDDS will:

· Contact the participant to verify move has occurred; and

· Determine who participant has selected as their plan developer; and   

· Contact the participant’s plan developer and direct them to develop and submit an Addendum for participant; and   

· Request the following documents from ICDE in the exiting region:

· Current Individual Service Plan (ISP);

· ISP Supports and Services Addendum (as applicable)

· Legal status documentation (i.e. commitment/guardianship orders, probation/parole judicial charges/convictions, etc.); and

· Physician’s Medical Care Evaluation (MCE).

· Contact ISSH Regional Liaison in exiting region to determine if participant is court committed.  If ISSH Regional Liaison confirms participant is court-committed, BDDS will notify ISSH Liaison that participant has moved.

Once an Addendum has been received, BDDS will complete Steps 7, 8, and 9 of the Transfer Protocol.    

Quality Assurance Note:  In these cases a referral will be made to the regional BDDS qualify assurance team.  The BDDS quality assurance team will investigate the circumstances surrounding the move and the reasons why notification did not occur.  As appropriate, BDDS will remediate those cases where it has been determined that a provider did not comply with IDAPA rule relevant to plan monitoring/ service coordination duties and/or system coordination of service delivery.  

QUALITY ASSURANCE CONSIDERATIONS
If a service coordinator/plan developer does not provide a thirty (30) day notice to BDDS regarding a participant’s intended move, a referral will be made to the regional BDDS qualify assurance team.  The BDDS quality assurance team will investigate and remediate (if applicable) the service provider’s compliance with IDAPA rule relevant to plan monitoring and/or service coordination duties.  

In those instances where a thirty (30) day notice to BDDS regarding a move was not received because a DD service provider initiated a participant move without providing notification to the service coordinator/plan developer, a referral will be made to the regional BDDS quality assurance team regarding that DD service provider’s actions.  The BDDS quality assurance team will investigate and remediate (if applicable) the service provider’s compliance with IDAPA rule relevant to system coordination of services with other providers.
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