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SAMS File Attachment and File Naming Procedures

Saving documents via SAMS File attachment: File attachment capability is now activated in SAMS.  EOEA, with input from the ASAPs, has created the following protocol for saving documents in folders, currently available in SAMS’s consumer record within the File Attachments tab, to create consistency among agencies across the state.  
At this time only Personal Care Plans and Behavioral Care Plans are required to be uploaded.  EOEA is setting a standard for ASAPs to follow during the transition from paper records to electronic records, with the understanding that this process will take time.
SIMS Support will carry the responsibility for communicating the process for uploading file attachments and for access permission.  Although EOEA Home Care Unit has taken the lead to ensure continuity for home programs, other programs with users of SAMS may communicate their needs to SIMS Support with regard to requests for access and new folders.  
Examples of what not to save in File Attachments:
· PS documents

· Critical Incident Reports

· Police Reports

· DPH reports related to service workers
· Documents containing another consumer’s information
Naming of files prior to saving and uploading:  It has been determined that there should also be a format for naming files prior to saving and uploading, please use the following format: Consumer’s initials/relevant date/name of the document

Example of appropriate naming of files for saving: 

· Behavioral Care Plan for James Snow signed by RN on 1-15-16

· JS.1-15-16.BCP

· JS.1-15-16.Behavioral Care Plan

· Initial Service Plan for Mary Mallow on December 23, 2015
· MM.12-23-15.Initial Service Plan

· MM.12-23-15.ISP
File Attachment folder names and related documents
The following is a list of the current folders available in SAMS consumer record File Attachments, as well as a list of related documents which should be saved to each folder.  Please contact the Home Care Unit if you have questions.
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Appeals Appeal Notifications

Board of Hearing (BOH) Notifications

Notice of ASAP Review Date

Notice of ASAP Review Decision

Request for ASAP Review

Request to Appeal ASAP Review Decision

Clinical Documentation 485 Medicare Recertification Form

Clinical/Medical Documentation

Physician's Screening Form (PSF)

Request for Service (RFS)

PASRR 

Clinical Screening Notifications ADH Clinical Eligibility Notice

AFC/GAFC Clinical Eligibility Notice

FEW Clinical Eligibility Notice

Nursing Facility Clinical Eligibility Notice

Consents Applicant Consent & Signature Form (Signature Form)

HIPPA Form

HIV Authorization

Social Security Disclosure

Waivers of Confidentiality

Other consent forms

Correspondence Correspondence to/from/about client

Family Caregiver (FCSP) Correspondence

Other documents

Home Care Eligibility Home Care Notice of Eligibility

Home Care Notice of In-Eligibility

Notice of Action (NOA)

Voluntary Assent Form (VAF)

Financial Worksheet

MassHealth Documentation FEW Documentation

MassHealth Application

MassHealth Eligibility Information

Medicaid Intent to Refer Letter

Notification of Non-Participation

Permission to Share Information (PSI) with MassHealth

PT-1

Recipient Choice Form

Memory Screening Mini Cog

Physcian's Letter

Miscellaneous Copies of housing application(s)

Public Benefit Application/Checklist

Vendor Consumer Choice Tool

Veteran's Questionnaire

Other consumer related documents

Money Follows the Person (MFP) MFP specific documents

Behavioral Care Plan

Personal Care Plan

HHA Care Plan

Risk & Related Documents Risk Level Assessment Worksheet

Risk Identification & Management Sheet

Shared Service Agreement/Back up plan

Service Planning Client Grocery Shopping Release Form

Comprehensive Service Plan (CSP)

Initial Service Plan (ISP)

Referral Forms related to Service Planning

Plans of Care
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