CHOOSING A PROVIDER 
This section of the best practice manual will illustrate the process of an individual choosing a provider.  It also has information for becoming a provider.  Per the SSA Rule 5123: 2-1-11, the SSA is responsible for assisting the individual and his/her family with choosing a provider if they need assistance.  Not only is this done initially, but the process is to be reviewed with the individual annually.  Verification of this annual review is to be kept in writing.
The individual should be assessed, service needs identified, and the funding type identified.  This will influence what providers will be considered when making the choice. The individual has the right to choose their provider.  This process is completed initially and annually at ISP redetermination time.  It ensures all providers considered are qualified.  The providers must also be willing.
The following is the Free Choice of Provider process:

· The Free Choice of Provider process was developed by the Department and is noted in Administrative Rule 5123: 2-9-11.

· The provider pool is listed on the Department’s website: 

· http:// www.dodd.ohio.gov
· Find it Fast ~ Provider search

· Can search by service, county, etc

· There also is a provider pool at your County Board with a list of providers who agree to provide services in your County.  It is up to the individual which route to take.

· As an SSA you will need to verify in writing that the Free Choice of Provider (FCOP) process was followed (initially and annually)

· Verification must include that you informed the individual or individual’s guardian of the Department’s website, a list of the potential providers including the person contacted, the date(s) notified, and the text of notification.

· If the individual chooses a licensed home then they are also choosing that provider.

· The Individual/guardian is to review the lists (provider pool and web-site) then;
· The Individual/guardian selects preliminary providers
· The Individual/guardian notifies the potential providers direct or

· They can notify the SSA of their choices to interview

· If the individual chooses to use the SSA, then the SSA will complete an “Individual Profile” on the individual.  The “Request for Interest” (RFI) notification describes services and supports, the anticipated frequency, duration, and location of services.  Be sure to obtain a release of information consent from the individual/guardian.  Sample blank and completed RFIs are included later in this chapter.
· The COG will then send this information to the chosen potential providers within 5 working days.
· Any interested providers are to notify the SSA within 2 working days after the RFI is disseminated.
· The SSA will make the individual/guardian aware of the opportunity to meet with the potential providers assisting the individual/guardian in making arrangements for the meeting, if requested

· Sample interview questions are included later in this chapter.  Assist the individual/guardian to pick and choose which questions mean the most to the individual out of the many included.
· The provider must respond to the SSA  if they are interested in providing services for the individual or interested in meeting with the individual within 3 working days

· After meeting with the potential providers:

· If the provider is NOT interested in being the provider they are to notify the SSA who will notify the individual/guardian within 2 working days and the choice process resumes
· If the provider IS interested in being the provider they are to notify the SSA within 3 working days.  The potential provider may request additional information if needed.

· After all information has been shared the provider has 5 working days to respond yes/no to the individual and the SSA regarding whether they can be the provider.  This notification must be done in writing and in a manner that is understood by the individual.
There is a Checklist for Provider Choice Process in an appendix in the Free Choice of Provider rule (5123: 2-9-11 Appendix A).  There also is a Clearwater checklist form included later in this chapter for your convenience.
· Utilize all elements of the checklist

· Keep the checklist in the official file

· (G) (1) If the individual chooses a qualified provider on their own, the process does not need to be used, however the SSA should use the checklist to document this.

· This process may be used with more than one provider at a time.

A simple flowchart of this process is included later in the chapter.
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