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Scope

Indiana Area Agencies on Aging is designed to provide community based services to the Aged and Disabled. With a growing increase for in-home community based support services and limited funding, all AAA’s will be required to develop a waiting list to maintain client information until funding becomes available. The following operating procedure will apply for all Indiana Area Agency on Aging to ensure a continuum of service for those waiting to be targeted.

Procedure

All AAA will comply with the following intake process before placing a consumer on a waiting list for community home-base services;
1. Provide demographic information 

2. Pre-determined, functional and financially eligible, by completing an E-Screen, Asset worksheet, and CMAG over the phone. 
3. Return a signed long term service application
Initial determination of eligibility will be done over the phone and must be completed within 72 hours of initial client contact.
A. Non-eligible consumers receive;

a. Letter of non-eligibility

b. Copy of the appeal process

c. Referral to other services

B. Eligible consumers receive; 
a. Letter of eligibility
b. Long-term service application
c. Statement including funding eligibility

d. Explanation of waiting list procedures

e. Date consumer will be placed on waiting list.

f. 30 days to confirm eligibility by returning long term application
The following operating procedures will ensure clients who are placed on a the waiting list are continued eligible by maintaining up to date accurate data until targeted for in-home services.
A. all waiting list client information will be updated yearly

a. Update eligibility screen

b. Obtain Long-term application
B. Unable to contact client to update information

a. Utilize Social Security Death Index

b. Local Newspapers

c. Send letter – no response in 30 day client is removed from waiting list.
Responsibility

Local Area Agency on Aging will be responsible for maintaining accurate and up to date functional and financial information on all consumers on a waiting list seeking in-home support services under the CHOICE, SSBG and Title III programs. 
Indiana Division on Aging will be required to maintain waiting list for A&D, TBI, AL and MFC Medicaid Waivers.

Supporting Documentation

Eligibility Screen in Insite
Asset Worksheet

Standardized Letter for eligible and non-eligible clients

Long-term service application

Appeal process

♦ See Logic Model for visual procedure
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