Chapter 7

HOME AND COMMUNITY SERVICES INFORMATION SYSTEM (HCSIS)

Objectives:

1) To develop a basic understanding of HCSIS and its functionality.
2) To develop a basic understanding of Incident Management and the role of the Behavioral Specialist in Incident Management.

3) To develop a basic understanding of the role of the Behavioral Specialist in the ISP module in HCSIS.

INTRODUCTION TO HCSIS

HCSIS is an Internet application database, which serves as the operational system for all Department of Public Welfare (DPW) program offices that support the Home and Community- Based Services Programs (HCBS) and Medicaid waivers. The HCSIS application includes quality, client, financial and reporting functionality.  The participant’s Individual Service Plan (ISP), stored in HCSIS, is the authorizing document for waiver claims for DPW. The data from HCSIS also feeds the Department's Enterprise Data Warehouse to support management reporting, risk management and quality assurance. 

HCSIS was initially developed for the Department of Public Welfare to help the Office of Developmental Programs (ODP) manage information related to individuals served in the Medicaid HCBS waivers in order to assure consistency across the county system, expedite communications and processes, thereby increasing overall efficiency.

Data captured in HCSIS is used to support DPW program activities in three broad areas:

· Quality Management

· Delivery and management of services

· Financial management and control

HOW DO I LOG ON TO HCSIS?

Before you can log on to HCSIS, you must obtain a user ID and password from your HCSIS Administrator.  Once you have obtained a user ID and password, you can access HCSIS through launching your web browser. Log on to HCSIS using the following steps:

1. Enter the HCSIS Internet address (https://www.hcsis.state.pa.us) in your web browser’s address line and then select the HCSIS link.  The login page will then appear. 

2. Enter your user ID and password and click Login.  You will then arrive at the HCSIS Home Page.

3. From the Home Page you can navigate to a subsystem within HCSIS by using the menu navigation links near the top of the page.

For more information and instruction in navigating HCSIS, please refer to the HCSIS Learning Management System (LMS) course on Basic HCSIS Navigation.  The Learning Management System link is located on the main HCSIS webpage.

LEARNING MANAGEMENT SYSTEM (LMS)

The Learning Management System (LMS) is a separate training environment and is available to HCSIS users as a training and reference tool. The link to LMS is located on the main HCSIS webpage.  Depending on the user’s role in HCSIS, various training courses are available. Users can review web-based training courses and other important training and implementation documents, such as HCSIS updates, tip sheets, and so on.  Many of the modules designed to teach navigational skills are hands-on and provide the user with the opportunity to actually navigate within models of the HCSIS subsystems. In addition, informational “Tip Sheets” and other resources are occasionally posted on the HCSIS LMS site.  Consult with your supervisor or HCSIS administrator to obtain access to LMS.  

HCSIS SUBSYSTEMS

HCSIS contains many subsystems or modules such as ISP, Supports Coordination, and M4Q (Incident Management). As a Behavioral Specialist, you will be limited to the subsystems of ISP and M4Q (Incident Management). For example, within HCSIS a Behavioral Specialist may enter the Behavioral Support Plan (BSP) and Crisis Intervention Plan (CIP) in the Individual Service Plan (ISP) module, and enter an incident report in the M4Q module. These HCSIS subsystems are discussed in the subsequent section.

INCIDENT MANAGEMENT (M4Q)

WHAT IS INCIDENT MANAGEMENT?

All providers of autism and mental retardation/intellectual disability supports and services are required to assure the health, safety, and rights of persons receiving supports and services.  The primary goal of incident management is to assure that when an incident occurs, the response will be adequate to protect health, safety and rights of the individual.  As community-based supports and services grew, the Office of Developmental Programs (ODP) (formally the Office of Mental Retardation) saw a need for standardization of reporting practices.  This standardization of the reporting format, the timeframes for reporting and the investigation protocol are crucial to conducting individual, provider, and statewide analysis of incidents.  The continuous review of incidents at the provider and state levels is to enhance risk management processes and to formulate actions to prevent the recurrence of incidents.

All reportable incidents are to be submitted electronically via the Home and Community Services Information System (HCSIS). Incident Management enables appropriate users to record incidents, track the status of recorded incidents, log corrective action to prevent future occurrences, close incidents, and generate aggregate data reports through HCSIS for analysis.

WHAT ARE THE INCIDENT CATEGORIES AND DESCRIPTIONS?

There are nineteen primary incident categories that must be reported in HCSIS.  Most primary incident categories have several secondary incident categories.  As a Behavioral Specialist you are a mandated reporter.  If you witness an incident you are required to report; therefore, it is important that you become familiar with the types of incidents and their definitions.
For complete description of the incident categories, reporting requirements, incident management roles, and how to enter an incident in HCSIS, please consult the Provider Manual or Appendix G in this manual. 
WHAT IS THE BEHAVIORAL SPECIALIST ROLE IN INCIDENT MANAGEMENT?

Crisis Event Follow-up.  As discussed in Chapter 6 (Crisis Intervention Plan), the Behavioral Specialist will have an integral role in reviewing the crisis event with the team to determine if any changes are necessary to the Behavioral Support Plan and Crisis Intervention Plan.  He or she will work closely with the Supports Coordinator and other team members in updating and training the team on these changes.  If the Behavioral Specialist was not the Point Person in HCSIS for the crisis event, he or she is responsible for providing accurate information to the Point Person regarding the results of the team meeting and any changes that will occur to the BSP and/or CIP.
Temporary Crisis Service.  A crisis event may trigger concern by the team that the participant’s health and welfare is in jeopardy without additional staff assistance.  Under these circumstances, the Adult Autism Waiver provides Temporary Crisis services which allow for a time limited increase in support.  
Specifically, the Temporary Crisis service is intended to evaluate the existing Behavior Support Plan or development of a Behavior Support Plan (where applicable) to determine strategies what will be most useful in the immediate and long term environments for behavioral progress and success. The ultimate goal and outcome of this service is to decrease the behavior that warranted this service while increasing skills and appropriate behaviors that will promote independence and implementation of the ISP that was in place prior to the need for Temporary Crisis Services. For example, under the guidance of the Behavioral Specialists, the ISP team will need to re-evaluate strategies and interventions that were useful and those that were not effective in supporting the participant’s behavioral needs in his/her current settings. Additionally, although the team has recommended short-term support by requesting Temporary Crisis Services, it should focus on the support needed for the long term so that Temporary Crisis Services will not be needed in the future. [Adult Autism Waiver Practice Guidelines]
The need for Temporary Crisis services is determined by the BAS team based on information and documentation provided by the Supports Coordinator, Behavioral Specialist and other members of the ISP team including the participant and family.  As the Behavioral Specialist, you will be asked to provide information and data that substantiates the need for Temporary Crisis services.  This will require the various service providers to collect data under the direction of the Behavioral Specialist. The need to continue the service will be reviewed at least weekly by the BAS team.   The Behavioral Specialist will take the lead in determining when the participant has been stabilized and the Temporary Crisis service is no longer needed.

Communication with Supports Coordinator and Family.   There may be instances where the Behavioral Specialist was not directly involved in an incident, but the incident could impact on behavioral supports.  For example, medically related incidents or abuse could impact a participant’s behavior.  It is highly recommended that the Supports Coordinator keep the Behavioral Specialist informed of all incidents involving the participant.  When the Behavioral Specialist is kept abreast of incidents, he or she may be resource to the family and/or the Supports Coordinator during or after an incident.  It would behoove the Behavioral Specialist to ask the Supports Coordinator to review new incidents when he or she has contact with the Supports Coordinator.  If the Behavioral Specialist has the Point Person role, he or she may check the Incident Management module for any new incidents involving the participant.
INDIVIDUAL SUPPORTS PLAN (ISP)

WHAT IS MY ROLE THE ISP MODULE IN HCSIS?

The Behavioral Specialist has the responsibility for entering the Behavior Support Plan (BSP) and Crisis Intervention Plan (CIP) in the ISP subsystem of HCSIS.  The Supports Coordinator has overall responsibility for creating the ISP in HCSIS.   Once the Behavioral Specialist receives notification from the Supports Coordinator that the plan has been created, he/she may enter the BSP and Crisis Intervention Plan.  The Behavioral Specialist will only have access to the Behavioral Support Plan and Crisis Intervention Plan components of the ISP.  If the Behavioral Specialist attempts to access any other ISP components they will receive an error message that states that they do not have access rights.  If during the course of the Functional Behavioral Assessment (FBA) the Behavioral Specialist determines that other sections of the ISP need revisions or updates, the Behavioral Specialist must communicate this information to the Supports Coordinator.  It is the responsibility of the Supports Coordinator to update or revise other ISP sections that may be impacted by the results of the FBA.
Behavioral Specialists, like other service providers, have read-only and print access to the ISP if they are assigned the Provider ISP Reviewer role.  All Behavioral Specialists should maintain a printed copy of the participant’s ISP in their records.
For detailed descriptions of how to enter the BSP and Crisis Intervention Plan in HCSIS, refer to Chapters 5 and 6.
