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Policy, Procedures and Training Office of Procedures

POLICY BULLETIN #07-116-SYS

Wellness, Comprehensive Assessment, Rehabilitation and
Employment (WeCARE) Medical Consent Forms

Date: Subtopic(s):
September 19, 2007 NYCWAY

This procedure can The purpose of this policy bulletin is to inform JOS/Workers and

now be accessed on the | Qutstationed Workers at WeCARE of new screens in both the
FlAweb. NYCWAY mainframe and Web systems for use in obtaining
applicant/participant signatures on medical consent forms. Due to
the Health Insurance Portability and Accountability Act (HIPAA) of
1996 and confidentiality rights it is imperative that JOS/Workers have
applicants/participants being referred to WECARE sign the Consent
for Disclosure of Medical, Alcohol & SA Treatment Records (M-76N)
and the Consent for Release of HIV and Related Information
(M-76M). Signing the consent forms enables the WeCARE vendors
to access the applicant/participant’s case records as well as
information contained in NYCWAY.

In order to ensure that JOS/Workers are asking the
applicants/participants to read and sign (if they choose to) the
consent forms a new tracking process has been developed.

Main-frame Version

JOS/Worker on e When an applicant/participant claims a medical or mental health
Mainframe issue, enter a Y next to Medical/Mental Health Issue on the
Employability Plan (EP) Primary Questionnaire screen.
Transmit and the Creation of Actions and Comments screen
appears, offering to post Action Code 16WO (WECARE Consent
Forms Printed).

HAVE QUESTIONS ABOUT THIS PROCEDURE?
Call 718-557-1313 then press 3 at the prompt followed by 1 or
send an e-mail to FIA Call Center

Distribution: X



Creation of Actions
and Comments screen

Automatic Letter/Form
Generation Phase
screen
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File Edit Functions Scripts Session Release Help

@8.-21-2087 MNew York City — Work. Accountability and You CHYC-UAYD 16I 3IB
EP |16:31 CGreation of Actions and Comments
Case Humher AAA3I?B86883-A1-A1 CIN ZC52493B ES Code 28
Name TRLLIAMS, WIACEY DoB B5-1%-/1967 S8N 587-42-7557 Sex Female
Status INTAKE — GENERAL INTAKE APPT SCHEDU Case Type SHNC IndStat AC
System will Post Action Code:
Tl UECARE COMSENT FORMS PRINTED

Enter to accept the Action{s) or n_ to Den ]

Additional Comments? ||

Plan Date @7.-11-/2007 1643.06078

MnMenu

e EnteraY to post the action code.

e Transmit and the Automatic Letter/Form Generation Phase
Form Review screen appears listing the M-76N and the M-76M
forms in English and Spanish. Each form will appear with an
asterisk next to it indicating that the forms have been selected to
print.

i

File Edit Functions Scripts Session Release Help

WORK. ACCOUNTABILITY. AND YOU CWAY> PIWGAZ. 116
AUTOMATIC LETTER-FORM GEMERATION PHASE
FORM REUIEW

The list below zshows the form{s) that will be generated hy the selected
action. All of the forms which will be produced are marked with an
asterisk #*. If you do not wicsh to generate a form place a space in the
field instead of the asterisk (*>.

Additionally. the number of copies to be printed is displaved. If vou
wish to change the number enter the MEW NUMBER in the space provided.

FORM NUMBER

[=%]1 M-?6MF Consent ~ the Release of Information {englishl [ 11
[#*]1 M-76MS Consent » the Release of Information (spanish>

[=1 M-76HNF Consent » Disclosure (englishd>

[#]1 M-76NS Conzent » Dizclosure C(spanish)

NoChg Paint

e Deselect the versions of the form that should not print and
Transmit to print the forms that are required.

Note: NYCWAY requires that at least either English or Spanish
versions of the forms are printed. If nothing is done, both versions of
the forms will print after transmission.

FIA Policy, Procedures and Training 2 Office of Procedures



Automatic Letter/Form
Generation Phase
screen with the message
that appears after the
forms were sent to print

Scan and index |_
message

M

Supplementary
Information Inquiry
screen

Entera Y next to
this new question

1 [
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e After transmission, the Automatic Letter/Form Generation
Phase Form Review screen will reappear with a message
reminding the Worker to scan and index the forms:

ol

File Edit Functions Scripts  Session  Release Help

WORK, ACCOUNTABILITY, AND YOU <UaY¥> PIVAGA2.118
AUTOMATIC LEITER/FORM GEMERATION PHASE
FORM REUIEW

The list below shows the form({s)> that will be generated by the selected
action. A1l of the forms which will be produced are marked with an
asterisk =*. If you do not wish to generate a form place a space in the
field instead of the asterisk ().

Additionally, the number of copies
wish to change th)

FORM
1 n—76MF aa1
[#*]1 M-76MS

[ 1 M-76NF Consent for Disclosure C(englishd
[#*]1 M-76NE B@1 Consent for Dizsclosure Czpanishd

NoChg Paint

e The above message appears on the screen for approximately five
seconds, reminding the Worker to scan and index the forms
(signed or unsigned forms based on individual’s decision). Then
the Supplementary Information Inquiry screen appears with a
fourth question reminding the Worker to ask the
applicant/participant if s/he has reviewed the M-76N and the
M-76M.

-loix

File Edit Functions Scripts Session Release Help

B8.21/,2807 Hew York City — Work. Accountability and You <HYC-UAY>

EP | 1@8:32 Sulementar Information Inqguiry u

Case Number BPA3II86883-Wi-A1 CGIN ZC52493E ES Code 208

Name TRLLIAMS. WIACEY DoB B5-/19-1967 SSM 587-42-7557 Sex Female
Status INTAKE — GENERAL INIAKE APPT SCHEDU Case Type SHNC IndStat AC

Plan Date B7-/11-2087 1666 .A53

Prior ActIng | C—Note | Help Prting | MnMenu
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Personal Issues
Claimed screen

Question
reworded

L

—

There is no adverse
action taken if the
applicant/participant
refuses to sign the
consent forms

& MAPER2-A (99982) M[=] E3
File Edit Functions Scripts Session Release  Help

Prior ActIng | C—Mote | Help PrtIng | MnMenu
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Once the applicant/participant has reviewed the forms, entera 'Y
next to the consent forms M-76N and the M-76M review question,
Transmit, and the Personal Issues Claimed screen appears.

Note: A Y must be entered to confirm that the
applicant/participant has reviewed the forms before proceeding to
the next screen.

B8-22-2087 MNew York City — Work., Accountability and You {(HYC-UAY> 1688. 38R
EP | 82 :86 Personal Issues Claimed User: sysB4
Case Number BBO3986883-01-01 CIN ZC52493B ES Code 28 Office B67
Name TRLLIAMS,. WIACEY DoB B5-12-1967 SSN 587-42-7557 Sex Female
Status UNDEFINED — UNDEFINED STATUS Case Type SHHC IndStat AC

Medical ~ Mental Health Referral
Do you want to make a referral k

Consent form M-76MN signed

Plan Date A7-11-2087 1686235

The Worker must enter a Y to the Do you want to make a referral
question to initiate a referral to WeCARE.

The Worker must then enter a Y or N to the Consent form M-76N
signed by client question indicating whether or not the
applicant/participant signed the M-76N. If the applicant/participant
signs the M-76N, NYCWAY will offer to post action code 16WS
(WECARE Consent for Disclosure Signed). If the
applicant/participant does not sign the M-76N, NYCWAY will offer
to post action code 16WD (WECARE Consent for Disclosure
Declined). There is no action code linked to the M-76M so an
action code is not posted whether or not the form is signed.

Note: If an N is entered for the “Do you want to make a referral,”
question the WeCARE referral process is cancelled. Workers will
have to start over again if the applicant/participant claims a medical
or mental health issue.

FIA Policy, Procedures and Training 4 Office of Procedures
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Web-based version

Outstationed Worker | When an applicant/participant claims a medical or mental health

on Web issue, click Yes next to Medical/Mental Health Issues on the
Employability Plan (EP) Primary Questionnaire screen and a drop-
down selection appears offering to post Action Code 16 WO
(WECARE Consent Forms Printed) and print the M-76N and M-76M.

- 3 EpQuestions1 - Microsoft Internet Explorer provided by Human Resources Administration =& x|
EP Prlmary Menu | Action Inquiry | Exit | —
Quest'on naire screen Kuistin Meyer (orig) (sys84) Months on PA: 60 - Converted FEGS BTW SITE 1 (qF1)
EP - Primary Questionnaire
Case Suffix  |Line Appreg CIN IName Dob SSN Sex
0009846275 ||01 01 0008846275 | ZT63021R [MEGUERCA, FILANIE  ||03/27/1983 912-48-8658 E
Case Type |[Ind Stat |[ES Code ||Office Waorker hold [Primary / Secondary Status
SHIC |AC 20 046 SYSTM 03 [WORE ACTIVITY WORWS / JOB CLUE/JOB SEARCH
Rescheduling Options are available on the next screen.
Post 16WO and Special Assessnent Tsue?
print M-76M and
M_76N Alchol o Drog srne?

MedicalMental Health Issues? & Tes € MNo
Claim of Medical/Mental Health Issues Indicated
= Flease post a 16WO to Print M-761V and M-76IN Consent Forms Post 16W0

Needed at Home Issue? ‘ Post
Other Personal Issues? 16WO
button

L]

[&]pore [ [ [ 83 toca intranet

e Click the new Post 16WO button on the EP — Primary
Questionniare screen and the Add Action screen appears as it
did previously.

e Click Add and the changed Forms Processing screen appears
listing the M-76N and the M-76M forms in English and Spanish.
Each form will appear with a check next to it indicating that the
forms have been selected to print.

FIA Policy, Procedures and Training 5 Office of Procedures
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H /3 ConstructForm - Microsoft Internet Explorer provided by Human Resources Administration (=]
Forms Processing —
screen Kuistin Meyer (orig) (sys84) Months on PA: 60 - Converted FEGS BTW SITE 1 (qF1)

Forms Processing

WORK., ACCOUNTABILITY, AND YOU {TWAY}
Add Action

The following forms will be generaied.

Cncheck the Forms you do NOT wish to Print

Please select BOTH English forms and/or BOTH Spanish Forms helow
1. ~ M-76MF /001/Consent for the Release of Information (english) IT_
2. [ M-76MS /001/Consent for the Release of Information (spamish) IT_
3.  M-76NF /001/Consent for Disclosure (english) |1—

4.  M-76NS /001/Consent for Disclosure (spanish) |1

SUBMIT Cancel Reset
-]
&] Done [ [ [ [Sdiocalintranet

e Uncheck the versions of the form not needed. Click Submit to
print the two required forms and the EP — Primary
Questionnaire screen appears again with drop-down selections
containing the following new information:

=  Option to post 16WO again

= Statements in red indicating consent forms have printed and
a reminder to Workers to scan and index the consent forms

= A new question asking whether or not the M-76N and
M-76M consent forms have been reviewed

Note: NYCWAY requires that at least either English or Spanish
versions of the forms are printed. If nothing is done, both versions of
the forms will print after transmission.

FIA Policy, Procedures and Training 6 Office of Procedures
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EP _ Primary 3 EpQuestions | - Microsolt Tnternet Explorer provided by Human Resources Adasistration ST IET|
Menu_ | _Action Inquiry | E 1

Questionnaire screen Eenc Jac oo oee [Ersma [z ifv_zc MEDICAL MEDY 1 WC PENDING APPOINTMENT OUTCON

W|th d ro p_d own Rescheduling Options are avalable on the next sereen.

selections of new
information and
Medical/Mental Health
Issues questions

Aleohol or Drug Lssue?

New section - C! f Modical! Health Issues Indicated

onsent Forms

Post the

WeCARE

Assessment

;
question defaults
to Yes

Felony Convictions )

[oa] pror| Paset | Cosetiom |

-
[T M e mtonet

¢ Once the applicant/participant has reviewed the consent forms,
click on Yes next to the question, “Consent Forms W-76N and
W-76M Reviewed?”. If No is selected a popup appears indicating
Consent Forms must be reviewed in order to proceed.

e Click on Yes or No indicating whether or not the
applicant/participant signed the M-76N. If s/he signs the M-76N,
NYCWAY will post action code 16WS (WECARE Consent for
Disclosure Signed). If s/he does not sign the M-76N, NYCWAY
will post action code 16WD (WECARE Consent for Disclosure
Declined). There is no action code linked to the M-76M so an
action code is not posted whether or not the form is signed.

e Click on Next and the EP - Primary Questionnaire Referrals
screen appears as previously to post the 168W (Initial Referral to
WeCARE).

Effectively Immediately

Related Items:

PD #05-07-ELI
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