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     July 3, 2006

TO:  All DES Staff

FR:  Katherine Edwards, Acting Director, Disability Evaluation Services 
BY:  Sherry Campanelli, Program Compliance Manager
RE:   Reopening the Prior Determination
___________________________________________________________
Purpose:        This memorandum summarizes the situations when reopening of a prior determination is appropriate and describes the procedures to follow in reopening and closing the case.

_____________________________________________________________________
Background:  Once a disability determination has been made by the Disability Evaluation Services (DES), the case is closed and transmittal of the Disability Tracking Form notifies MassHealth and/or DTA of the results. That decision is considered final unless/until the individual files an appeal.  
Occasionally, however, DES may need to reopen a case that has not been appealed for one of the following reasons:  


i. DES learns from MassHealth or Department of Transitional Assistance (DTA) that a previously unknown change of address resulted in an applicant not being notified of a Consultative Examination (CE) which in turn resulted in a denial based on failure to attend a consultative examination or DES denies the case based on information that the individual did not attend a CE and later receives the report of the CE.   A reopening is necessary in such cases to provide the client with the proper notice of the CE and to give them the opportunity to attend and/or to receive a substantive decision regarding disability.
ii. A MassHealth Enrollment Center (MEC) Coordinator or Department of Transitional Assistance (DTA) Liaison or another designated agency representative requests that DES consider new evidence and/or requests re-review of an earlier decision. 
iii. DES through its own internal monitoring may decide to reopen a case.  This circumstance should be rare and usually only occurs when an error is found in a  case selected for Quality Assurance review or DES becomes aware of specific and convincing information that casts serious doubt on the accuracy of the previous decision.  Particularly when the immediate prior decision was a denial and the new information strongly suggests an approval, DES may initiate a reopening of the decision.  
Routine receipt of medical or other information following case closure generally does not warrant reopening.  Such information is filed in the case folder in DES medical records.  If the previous decision was a denial, such information will be readily available if the applicant subsequently files an appeal.
Procedure:  
Reopening under i. above is approved by an Administrative Supervisor.  A Program Manager (PM) approves the reopening for the reasons shown in ii and iii. 

The process for reopening is as follows:

1. Complete a Retroactive Change Request Form (RCRF) that includes the following elements  (The RCRF boilerplate is found in the DES Guide): 
a. Request for the prior folder to be retrieved from Medical Records, if appropriate
b. Indicate status to be assigned to the reopened case
2. Enter a progress note indicating the basis for reopening.

3. Forward the change form to the Operations Supervisor for proper reopening (including preparation of a new Disability Tracking Form) and assignment to a Disability Reviewer (DR.)  Whenever possible, a reopened case is assigned to the DR who made the prior determination.
Once the reopened case has been assigned, the DR proceeds with the disability review as necessary and appropriate.  The DR assures that the following additional actions are taken prior to closure:

1. Annotates the new tracking form that the case is being reopened and the decision amended.
2. Enters a detailed progress note indicating the information reviewed and the basis for the decision, and documents the amended decision codes.
3. Obtains Physician Advisor (PA) sign-off on the new tracking form.

4. On DES initiated reopenings (see iii. above), calls the MassHealth Enrollment Center (MEC) Coordinator and/or the Department of Transitional Assistance (DTA) Liaison to inform them of the action being taken.
5. Forwards case to the Operations Supervisor for case closure
The Operations Supervisor ensures the case is properly closed and that the Disability Tracking Form is transmitted by fax to the MEC Coordinator and/or the DTA Liaison as appropriate.
Important:  If subsequent information is received in DES on a case that is pending an appeal, it is immediately forwarded to the assigned Appeals Reviewer (AR) for consideration as part of the appeals process.  The AR will determine if the information is pertinent to the open appeal. 
