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Improving Lives

Appendix DD: New Hire Orientation

The New Hire Orientation is included on the following page as a pre-printed technical
insert.
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Training

‘ teof Hire:

Technology: Friday wk 1 LEAD:
Adobe Sign & Fill 2 hours
OHMD
Dragon
Teams
UC-One
Interpreter Service
Complete CareStar.Learning Technology Trainings
Medicaid: Friday wk 1 LEAD:
Unbillable - what is an unbillable? 1 hour
Authorized Representative for Medicaid
Weekly case notes for unbillable
Social Security
Case Noting: Friday wk 1 LEAD:
Time line for case noting 1 hour
quality case notes
Use of Emails within case note
Case Manager Portal: Friday wk 2 LEAD:
How to Navigate 2 hours
Uploading documents
Individual audit reports
Profile page/ relationships etc.
Open IR report/ Weekly review
PCISP: Friday wk 2
Initial LEAD:
Annual 4 hours
Quarterly updates
Updates to outcomes
Updates to change of services/providers
MAPS/Life Course completed and uploaded
Congruency across plans/cch/monitoring checklist/BSP etc.
Attaching documents to PCISP
PCISP: Friday wk 3 LEAD:
Initial 4 hours
Annual
Quarterly updates
Updates to outcomes
Updates to change of services/providers
MAPS/Life Course completed and uploaded
Congruency across plans/cch/monitoring checklist/8SP etc.
Attaching documents to PCISP
Intake/onboarding: Friday wk 3
Steps to take when you get an intake LEAD:
Client Intake packet 3 hours
Services that the waiver offers
Developing the PCP/Maps
Life Course Documents
intake case note (initial contact and Initial meeting)
High Risk Plans; Friday wk 3
Where to find High Risk Plans (Sdrive) LEAD:
When to implement high risk plans 3 hours
Where risk plans should go in the PCISP
Case Managers responsibility in developing High risk plans
Incident Reporting: Friday wk 4
Filing an Incident Report LEAD:
Following up on incident reports 3 hours
Open IR report/ Weekly review
Complete Canvas Incident Report Training
Monitoring Checklists: Friday wk 4
Scheduling quarterlies LEAD:
Preparing for a quarterly 4 hours




| Case Manager:

Preparing for an annual

Datinre:

What to do after the meeting

Enter checklists (within 7 days of meeting and case note)

Congruency with the monitoring checklist

CAPs and how to resolve

BDDS Signature Page

CAP policy/procedure

Use Adobe Sign & Fill

Service Plan: Friday wk 4

LEAD:

Initial CIH

3 hours

annual

Updates as needed

BMR

BRQ

RFA

Reasons for a waiver interrupt/ terminate

Picklist

Insite

How to print an NOA

How to open an NOA

How to respond to a RFl (MWU)

How to complete the signature screen of the CCB

Review the list CCB tab

RHS vs RD rate

Transitions: Friday wk 5

LEAD:

Transition from community

3 hours

Transition from/to group home

Transition from FSW waiver to CIH Waiver

Transition for address change

Transition from RHS provider to another RHS provider

Transition from FSW to A & D

Miscellaneous : Friday wk 5

Lead:

LOCSIs

4 hours

Application for CIH waivers

Mortality Reviews

CRR -State Case Record Review

Unannounced visits on CIH waiver

Internal transfers

CMCO to CMCO case transfers

DEW

S Drive

Lead: Owning Supervisor will traning on these topics

Emailing colleagues for information

Indiana links email

JIRA ticketing

Time Sheets

Lead: Owning Supervisor will traning on these topics

RVU sheets

Stipend

ADP- time off- uploading documents

Canvas Training. Assign 11 identified trainings to complete in first week

Carestar learning

People Soft training

People soft Contractor Renewal (every 30 days)

CM certification exam and study materials

Training folder on the S Drive

Home office set up and security

HR ticketing

10T help desk number for Citrex reset

Identify a Buddy

Expectations

Lead: Owning Supervisor will traning on these topics

Meeting deadlines

Quarterly meeting (at least 3 meetings) |

Lead: Owning Supervisor will traning on these topics
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Case Manager: Date of Hire: _

CIH Quarterlly

FSW Quarterly

FSW/CIH Quarterly

Shadow an intake (at least 2)
Intake

Intake

Visits to BDDS office and providers




