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In building and maintaining the NY Connects Long Term Care Statewide Resource Directory database, the following outlines the roles and responsibilities of the parties involved. 

To ensure that all parties are clear on their responsibilities for updates, edits and approval, each listing will be assigned an owner.  Ownership of a listing will be assigned to the county in which the main office of a listing resides, unless it is a statewide or national listing.  

1. The default ownership is determined by the county in which the main office of a program/agency resides. There may be times in which it is more feasible for a different county to take the ownership role. Local programs that have a mutual interest in a listing can change ownership designation. As long as there is mutual agreement between all parties, the county that has the original ownership should submit a written request to mail to: nyconnects@ofa.state.ny.us  to request the change in ownership designation.

2. For statewide and national listings, NYSOFA will be listed as the owner.

3. If the main office resides outside New York State or outside of the U.S., contact your State NY Connects Long Term Care Coordinator to discuss determination of ownership.  

NY Connects programs will be expected to adhere to the following business rules for the operation and maintenance of the NY Connects Long Term Care Resource Directory. 

1. Roles and Responsibilities
A. State (NYSOFA)

1. NYSOFA reserves the administrative right to view, edit, add, delete or override any listing from the NY Connects Long Term Care Resource Directory.  Any determination made by NYSOFA with respect to inclusion, exclusion and/or removal or editing of an entity shall be binding on the local NY Connects programs. 

2. NYSOFA will be responsible for communication with the vendor for the provision of system maintenance.

3. NYSOFA will set the minimum update frequency for provider update notification. At a minimum, the default frequency will be on an annual basis.

4. NYSOFA will maintain a dedicated mailbox for correspondence related to help desk or programmatic issues at nyconnects@ofa.state.ny.us.

5. NYSOFA will perform periodic audits of the statewide system for accuracy and completeness of listings and adherence to the State prescribed inclusion/exclusion policy (Appendix A) on an annual basis, at a minimum.

6. NYSOFA will designate staff to coordinate and manage the system and validate data changes, as part of a Quality Improvement plan. 

7. NYSOFA will maintain national or statewide listings.
B. Vendor (RTZ)

1. RTZ will verify that the GetCare product complies with the most current AIRS STANDARDS FOR PROFESSIONAL INFORMATION & REFERRAL AND QUALITY INDICATORS.
2. RTZ will set up the GetCare system to send an automated update reminder notification to active providers with a provider e-mail address listed. The notification frequency will be set at nine months from the date of last update of that entry.  Local programs have the ability to increase the update frequency notification.   

3. All local program requests for help desk assistance for the GetCare product will be entered into the Issue Manager in the GetCare product.

4. RTZ will produce reports for NYSOFA of listing duplicates, data anomalies, incomplete listings, and other data errors. 

5. The GetCare system will set default update request notification to active providers to nine months from date of entry or revision in the Get Care system. 

C. Local (NY Connects Programs)

1. Local NY Connects programs will designate staff that will have review, edit, and approval rights for listings in the GetCare system.

2. Local NY Connects staff will have the ability to view information for all listings, but only have the ability to edit those listings whose providers are either solely in their county or whose parent organization resides in their county. Local NY Connects staff will not have the ability to edit statewide or national listing.  

3. Local NY Connects programs will send new national or statewide resources or edits to existing national or statewide listings to NYSOFA at nyconnects@ofa.state.ny.us for consideration.

4. Local NY Connects programs will determine if a listing meets the criteria under the State prescribed Inclusion/Exclusion policy (Appendix A) before approving the listing.

5. Local NY Connects programs will be responsible for ensuring that the minimum data set (Appendix B) for listings is maintained.

6.  Local NY Connects programs will be responsible for ensuring that listings meet the style protocols set by NYSOFA in the NY Connects Long Term Care Resource Directory Style Guide.

7. Local NY Connects programs will have descretion as to whether to grant providers access to update their own listings.

8. Local NY Connects programs will assign the taxonomy of any new listings, after the initial migration of data.

9. Local programs will be responsible for using the listing maintenance tool to check for revised or updated listings provided by providers on a regular basis, preferrably weekly.  
10. Local NY Connects programs have the descretion whether or not to grant basic edit access to providers for the purpose of updating their own listings.  The GetCare system will send an automated update reminder notification to active providers at the provider e-mail address listed. The notification frequency will be set at nine months from the date of last update of that entry.  Local programs have the ability to increase the update frequency notification.   

11. If provider access is granted, local NY Connects staff will still retain the responsibility to approve the listing before the revised listing is published. 

12. Local NY Connects programs will send requests for help desk assistance for the GetCare product through the NY Connects help desk at nyconnects@ofa.state.ny.us or (518) 474-6096. 
13. Local NY Connects programs are responsible for maintaining accurate information for resources that meet the Inclusion/Exclusion policy (Appendix A) to the best of their ability.  
14. Local NY Connects programs are responsible for updating listings within their respective counties on the schedule prescribed by NYSOFA. At a minimum, the default frequency will be on an annual basis.

15. Revisions will be reviewed, checked against the inclusion/exclusion policy (Appendix A) and posted within 30 days of receipt of new or revised information.
16. Local NY Connects programs will perform periodic audits of their county level data for accuracy and completeness of listings, adherence to the NY Connects: Choices for Long Term Care Resource Directory Inclusion/Exclusion Policy (Appendix A), the Minimum Listing Requirements (Appendix B) and the NY Connects Long Term Care Resource Directory Style Guide, on an annual basis at a minimum.

D. Provider 

1. Providers may request access to view and edit their own listings.  Local NY Connects programs have the descretion whether or not to grant basic edit access to providers for the purpose of updating their own listings.  In the case of a dispute, NYSOFA reserves the right to make the final decision.

2. The edited listings will maintain a “pending approval” status until approved by the local NY Connects program.  

3. Each provider will be assigned a code that designates which listing in which county they have authority to edit. 

4. Provider information will only be published to the live site after it has been approved by local NY Connects staff or NYSOFA staff.

E. Health Facilitiy Information System (HFIS) Updates


Listings that overlap between the statewide HFIS data and one or more regional datasets 
will abide by the following rules: 
1. When a facility name in HFIS listing matches a local NY Connects listing, the local listing will be the controlling or preferred record. 

2. When there are no HFIS matches to the local NY Connects listing, a new listing will be created. 

3. The updated HFIS data will be transferred from DOH to NYSOFA monthly or when there is an update to HFIS data.  An email will be sent to State staff indicating the HFIS information has been uploaded to NYSOFA’s DMZ server. 

4. The HFIS data from the DMZ server will be automatically archived to a NYSOFA internal server.  

5. An auto-generated e-mail will be sent to designated State staff indicating that HFIS information has been downloaded from the DMZ server to the GetCare product by RTZ Associates, Inc.
APPENDIX A

NY Connects: Choices for Long Term Care Resource Directory Inclusion/Exclusion Policy

Purpose of the Policy:  To provide guidance for the selection of entities, including service providers, agencies and programs, to include in the resource directory/listing for NY Connects:  Choices for Long Term Care.  This comprehensive directory will support the provision of accurate and objective information and assistance for the older population and adults and children with disabilities who need long term care.  All entities added to the information and assistance (I&A) system must be in compliance with the criteria provided below.  The criteria will serve as a basis to include or deny applicants and eliminate bias for selection.      

Background:  This policy was developed from extensive review and application of the following nationally accepted resources; the Standards for Professional Information and Referral, 5th Edition, Alliance of Information and Referral Systems (AIRS), and the Inclusion/Exclusion Policy Development Guide for Aging Information and Referral/Assistance, National Aging Information & Referral Support Center, National Association of State Units on Aging, December 2005.  It is also compatible with the New York State Point of Entry Standards and reflective of the goals of NY Connects.  

Disclaimer:  The inclusion or exclusion of an entity does not constitute an endorsement nor signify disapproval by NY Connects.  NY Connects does not assume responsibility for the quality of services provided by any entity deemed eligible for inclusion.  
NYSOFA and the local NY Connects staff shall review the inclusion/exclusion policy on a regular basis to ensure the policy meets the needs of the NY Connects I&A system.  The local NY Connects and NYSOFA reserve the right to exclude and/or remove any entity from the NY Connects I&A system, provided that any determination made by NYSOFA with respect to inclusion, exclusion and/or removal of an entity from the NY Connects I&A system shall be binding on the local NY Connects. 

Scope: The NY Connects I&A system shall include entities that offer medical or non-medical support services to the community (older adults and people with disabilities), including but not limited to categories in the NY Connects Quantitative Report (adapted from the Alliance of Information and Referral Systems (AIRS) Taxonomy of Human Services).  Examples of types of services that would be eligible for inclusion are consumer and caregiver supports, community based services, home based services, facility based services, and insurance and benefits information.  
Criteria for Inclusion

An entity may be included if it meets one or more of the following criteria (i.e. an entity does not have to meet ALL criteria to be included):

1. The entity is a government, non-profit, or sub-contractor thereof (e.g. Early Intervention programs, Area Agency on Aging contract providers, Medicaid service contractors, etc.).  
2.  The entity is a for-profit entity that offers a long term care service for older adults and/or people with disabilities OR a service that promotes independence that is not otherwise available or accessible within reasonable proximity to or in the county.  For example, not all grocery stores or pharmacies in the community would be included; however, all grocery stores and pharmacies that offer home delivery may be included because they provide a service that promotes independence and contributes to the ability of people to remain in their homes.  Taxi companies that provide transportation to rural areas would be another example of such entity.  
3. The entity provides services to the community at large on a voluntary basis, such as faith-based organizations, social clubs, or self- help support groups, advocacy or community consumer coalition, e.g.: Parent to Parent of NYS, American Cancer Society, Community Coalitions for Diabetes, Epilepsy Associations, Multiple Sclerosis Chapters, etc.  
4. The entity is a professional association that provides a social, health, or community service, e.g.: Bar Association, Gerontology Society of America, NYS Nurses Association, National Association of Social Workers, NYS Occupational Therapy Association, etc.  
5. The entity is an Information and Referral provider such as, crisis lines, hotlines, and help lines.

Criteria for Exclusion

An entity may be deemed ineligible for inclusion if one or more of the following criteria apply: 

1. The entity knowingly or unknowingly discriminates or denies services based on age, gender, race, color, nationality, religion, disability, sexual orientation, or any other basis prohibited by law.

2. The entity has a suspended or revoked license or certification.

3. The entity violates municipal, state, or federal laws or regulations.
4. The entity misrepresents, by omission or commission, pertinent facts regarding its       services, organizational structure, or any other pertinent matter.

5. The entity does not have an established address, phone, or consistently available contact person.  

6. The entity is a private practitioner such as a physician, group practice of providers, osteopath, podiatrist, dentist, legal/paralegal provider, etc., except in the case that the practitioner provides a long term care service that is not otherwise available or accessible within reasonable proximity to or in the county.

APPENDIX B

Minimum Listing Requirements

Records must comply with the minimum baseline structure before being approved for live posting to the GetCare system. The following fields marked with an asterisk are required and constitute the minimum baseline structure.  Some of the following fields are auto-generated by the system.  The remaining fields are strongly recommended.   

1. *+Unique ID/Agency  ID 

2. *+County Code as prescribed by NYSOFA (based on physical location of the main agency site.)

3. *  Agency name

4. * Agency Address, including street, city, county and zip code

5. * Agency phone number – including area code

6. * Agency TDD/TYY number, if applicable (enter  NA, if not applicable)

7.   Agency fax number – including area code, if applicable

8.   Agency website address, if applicable

9.   E-mail address, if applicable

10. *Service or Program  Name

11. * Program address, including street, city, county and zip code

12. * Program phone number – including area code

13. * Program TDD/TYY number, if applicable (enter  NA, if not applicable)

14.   Program fax number – including area code, if applicable

15.   Program website address, if applicable or if different from agency website

16. *Service Description

17. *Geographic area served

18. *Target Population served, if applicable

19.   Languages in which the service is provided

20.   Hours of operation

21.   Program eligibility requirements for service provided 

22.   Financial eligibility requirements for service provided

23.   Documentation required for service

24.   Intake process

25.   Cost of service and fee structure

26.   Method of payment accepted

27. * AIRS Taxonomy Code and corresponding program type

28. *+Date of last update 

29. *+Name of agent who last updated the record

30. *+Date last approved 

31. *+Name of agent who last approved the record

*=NYSOFA-designated required field
+ = automatically generated by GetCare System
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