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Introduce yourself and explain the Options counseling process
Meet With Client
Fill out, as much as possible, the OC Referral Information Form
Print/Gather Client Information Packet & OC Required Paperwork Packet
Enter Referral in the Quarterly Referral Log
Follow any ADRC Pre-meeting procedures as per P&P Manual
Schedule OC Meeting with the client

If subcontracting w/ ILC, send referral onto ILC within 2 business days
OR
Referral is made to ADRC



 Show the Client Information packet you will use to explain options and tell the client he or she will be able to keep this packet for reference
ILC has 8 business days to meet with the client
ADRC OC has 10 business days to meet with the client
OC Required Paperwork Packet:
-OC Checklist
-OC Referral Information Form
-Authorization of Release of Information (ROI)
-Informed Consent

Client Information Packet:
-CCT Brochure
-CCT Fact Sheet
-HCBS-EBD Fact Sheet
-CCT FAQ
-Local Housing Information
-Local Community Resources
-Learning Aids: Transition Process Slide, TC/ICM  job duties Handout
-Provider Agency Descriptions
-CMS Brochure MDS Q




Follow all ADRC procedures as per P&P Manual

Talk about Community Based Services


 Provider choice IS an option:
-Present Provider Agency Descriptions
-Fill out the bottom of the Options Counseling Referral Information form with client’s top TCA choices
Have Client sign ROI
Provider choice is NOT an option:
-Tell the client about the Agency available in their area and let them know you will make the referral.
IF
Talk about the role of the Transition Coordinator and show learning aid.
The Client is interested in either HCBS-EBD or CCT
IF
IF

The client is not interested in CTS continue the OC meeting following all ADRC procedures as per the P&P Manual
Gage Client Interest/Eligibility for CTS
Ask about length of stay/Rehab status
Talk about transition process (show Learning Aid) Talk about Housing (use the local housing information you have gathered)
Talk about Community Transition services including CCT and HCBS-EBD
(Show fact sheets from Customer packet)
Have Client Sign ROI

Provider choice is NOT an option:
-Tell the client about the ICM Agency available in their area and let them know you will make the referral.
Make referrals or send out the Options Counseling Referral Information Form to providers where provider choice is an option, and then refer to the client’s preferred Agencies when possible.  When client preferred agencies are not available present the client with the available agency options and have them select again.
Provider choice IS an option:
-Present ICM Provider Agency Descriptions
-Fill out ICM choices at the bottom of the Options Counseling Referral Information form

Client selects HCBS-EBD:
Skip ICM choices at the bottom of the Options Counseling Referral Information form

-Inform NF or ICF of the Client’s choice to transition
-Give NF or ICF a copy of signed OC Referral Information Form
After Meeting or Meetings
Obtain a copy of the Doctor’s admitting orders to determine rehab status (NF Only)
-Explain the Informed Consent Form and ask client to sign
OR
If the client needs more time schedule an additional meeting

IF
Client selects CCT:
-Talk about ICM Role (use learning aid)
IF














Submit CCT Informed Consent Form to HCPF CCT Community Liaison CCT@hcpf.state.co.us 



Submit copy of OC Referral Information form to CCT@hcpf.state.co.us 
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