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MEMORANDUM




TO:          Providers of Publicly Funded MH/DD/SA Services

FROM:   Ken Jones, CEO/Area Director

RE:          Provider Responsibilities When Ending Services or Dissolving the Agency:  Consumer Choice

                 and Record Retention

DATE:    November 14, 2011

In the event that a Provider Agency ends services or dissolves for any reason, the provider is required to offer consumer choice of a new service provider and to continue the safeguarding of clinical and fiscal records.  The purpose of this memorandum is to explain the expectations and requirements regarding these two issues. 

Consumer Choice of Service Provider 

The ability of a consumer to exercise choice of service providers will have a major impact on his/her willingness to continue engagement in services.  Consumers who are not afforded that right often discontinue services before recovery or stability can be achieved.  If a Provider Agency is planning to end services or dissolve, consumers should be notified in advance, and should be offered choice of service providers in order to ensure continuity of care.  Once consumers have selected new providers and appropriate written consents are obtained, all relevant clinical and person-specific information should be copied and sent to the new provider in a timely manner.  Please send Eastpointe’s Customer Services Staff, Venessia Hill, a list of consumers, and completed/signed Provider Choice Acknowledgement Forms.  This information may be faxed to 
(910) 298-7186 to the attention of Venessia Hill, Customer Services Representative.  Eastpointe’s Care Coordinators will ensure that consumers are engaged with a new provider.  Service providers are also required to notify Eastpointe when an individual changes service providers or ends a service that Eastpointe has previously authorized.   

Record Retention

The Records Management and Documentation Manual for Providers of Publicly Funded MH/DD/SA Services, CAP-MR/DD Services, and Local Management Entities (APSM 45-2) effective April 1, 2009, details the responsibilities of Providers and the LME regarding record maintenance and retention.  This Manual may be accessed on the Division of MH/DD/SAS website http://www.ncdhhs.gov/mhddsas/statspublications/manualsforms/index.htm  

In the event that a Provider agency ends services or dissolves for any reason, the provider is required to make arrangements to continue safeguarding clinical and reimbursement records in accordance with the record retention guidelines. Please be reminded that your agency is responsible for any future financial and/or clinical record audits, and that if there are discrepancies or deficiencies, that you will be expected to repay any amounts due.

The two schedules that address the retention and disposition requirements for publicly-funded MH/DD/SA services are the DHHS Records Retention and Disposition Schedule for Grants (based on funding source) and the Records Retention and Disposition Schedule for State and Area Facilities (APSM 10-3), organized by record type.  Providers are subject to the applicable standards outlined in both schedules.

· The clinical records of minor children and youth may be destroyed twelve (12) years after the age of majority (18 years of age, i.e., when the person reaches age 30).
· The clinical records of adults may be destroyed eleven (11) years after the date of the last encounter.
· When more than one retention schedule applies to certain records, the stricter of the retention schedules must be applied.  

Service provider agencies have the responsibility of fulfilling the record retention and disposition requirements for all the records generated within their agency.  This includes responsibility for maintaining custody of the records for the duration of the retention period.  Each provider must develop a retention and disposition plan outlining how the records are stored, who will be the designated records custodian, and how the records custodian is going to inform Eastpointe of what their process is and where the records will be located.  The provider should send Eastpointe a copy of the storage logs identifying each individual served within the catchment area, the dates of service and into which box a record is stored. The storage log can be used for all record types including service records, personnel records, etc. 

In the event that your agency ends services or dissolves for any reason, you must notify us of your process. Part of this process is to complete the Eastpointe Record Retention and Disposition Form and Storage Logs.  You may send these completed forms to Iris Argroe, Medical Records Director at 100 South James Street, Suite B Goldsboro, North Carolina 27530 or by fax to 910-298-7180.  

Thank you in advance for your cooperation with these two very important issues.  If you have questions, you may contact Eastpointe staff at (800) 513-4002.  

Attachments

Eastpointe Provider Choice Acknowledgement Form

Eastpointe Records Retention and Disposition Form

Record Storage Log Sample
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