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POLICY

It is the policy of Wraparound Milwaukee to maintain an accurate and up to date record of all staff
connected to the provision of Covered Services by requiring Provider Agencies to “Add” all Direct Service
Providers and Indirect Staff prior to their commencing work with Wraparound Milwaukee and to “DROP”
all Direct Service Providers and Indirect Staff at the conclusion of their work with Wraparound Milwaukee.

DEFINITIONS

Direct Service Provider — a provider employee, volunteer, paid or unpaid intern or independent service
provider who provides direct care and/or covered services to a participant/service recipient on behalf of a
provider, for which the provider receives compensation from the purchaser under the Fee-For-Service
Agreement.

Indirect Staff — an employee or individual independent contractor who is not a direct service provider, but
is associated with covered services as a supervisor, billing staff, case records and/or quality assurance
worker, and/or is someone who has access to clients, client property and/or client information of service
recipients. Agency owner, president, CEO, executive director and/or senior staff are considered Indirect
Staff.

PROCEDURE

A. Adding Direct Service Provider or Adding Indirect Staff.
Before commencing work related to Wraparound Milwaukee covered services, vendors are required
to submit a formal request to ADD Direct Service Providers or Indirect Staff by submitting the
Wraparound Milwaukee Provider Network “ADD DIRECT SERVICE PROVIDER SHEET” (see
Attachment 1) or “ADD INDIRECT STAFF SHEET” (see Attachment 2), as appropriate, along with
all required supporting documentation. Required supporting documentation will be service specific
and is identified in the Service Description List.

A Caregiver Background Check for each individual requesting to be added must be attached when
submitting an “Add Direct Service Provider” form or “Add Indirect Staff” form, per the guidelinesin
Wraparound Milwaukee Policy #057 — Caregiver Background Checks. All background checks other
than those showing “no record found” on the Department of Justice report are required to be
submitted with the ADD request.

A Driver’s License Abstract for each individual requesting to be added must be attached when
submitting an Add Direct Service Provider form, if the record shows any history of citations, fines,
revocations, expirations or other actions.

Requests to ADD Direct Service Providers and Indirect Staff are processed by Wraparound
Milwaukee Provider Network staff. Each request is reviewed to confirm that the identified
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individual’s education, history with Wraparound Milwaukee (if applicable), legal history and
training and/or credentials meet all applicable standards. Efforts will be made to process all requests
within three business days unless further review or inquiry must be made as it relates to the
individual’s background check, driver’s abstract (as applicable), or other issues of concern.

Direct Service Providers and Indirect Staff who do not meet the requirements to join the network are
notified in writing of the denial of their request by receiving the DENIAL OF REQUEST TO ADD
PROVIDER form (see Attachment 3). Mental health and AODA practitioners who have not
completed Wraparound Milwaukee’s practitioner credentialing process are instructed on how to
complete the process.

Information associated with approved Direct Service Providers and Indirect Staff (including
licensing/certification information) is entered into Wraparound Milwaukee’s Management
Information System known as Synthesis. Detailed information is maintained about each Direct
Service Provider and Indirect Staff, including licensing/certification information and other relevant
Direct Service Providers specific information. Licensing information is updated as needed as
expiration dates are encountered.

Notification of approval for adding Direct Service Providers and Indirect Staff will occur through
Synthesis and will be indicated by the new staff’s name appearing under the Provider “Staff” tab in
Synthesis. Under no circumstances can a Direct Service Provider or Indirect Staff work in any
capacity connected to Covered Services until his/her name appears in Synthesis.

Within the Vendor’s contracted services, Direct Service Providers are identified as approved to
provide the Covered Service(s) authorized by Wraparound Milwaukee. Care Coordinators and
program enrollee’s families are instructed on how to search for authorized providers by service
group, service name or Provider Agency name using the Provider Network Resource Guide
available in Synthesis.

Dropping Direct Service Provider or Dropping Indirect Staff.

Provider Agencies are able to review a list of current authorized Direct Service Providers and
Indirect Staff using the Resource Guide in Synthesis or by printing Vendor specific reports available
in Synthesis. Per Wraparound Milwaukee policy, Vendors in the Provider Network are obligated to
notify Wraparound Milwaukee when a Direct Service Provider or Indirect Staff leaves their agency
or is otherwise no longer connected to the provision of Covered Services by submitting the “Vendor
Provider Listing — by Provider” (use as drop sheet) report available in Synthesis. The request to
inactivate Direct Service Providers and Indirect Staff is processed by Wraparound Milwaukee
Provider Network staff and the Covered Services authorization in Synthesis is inactivated. Though
the Direct Service Provider is inactivated, credentialing information is retained in Synthesis.

Reviewed & Approved by: (Zreeece KM%

Bruce Kamradt, Director

DDJ - 11/10/11 - ProviderAddDropPolicy



8leq

:Ajuo asn aaynemjiy punosedeim

:Aq pasedaid

‘SUONOE. 18Y}0 JO ‘suonelidxe ‘SUoIIBI0AS) ‘Sauly ‘SUOIE)D JO AIO)SIY OU SMOUS pue SABp 06 UIUNIM Unl Usaq sey JOBASAR SJaALP B Jey) ONY ‘SuoioLisal asuaoi| Jo sBuipul aAnelsiuiupe
OU SMOYS J8)18] SHA 8U} 1ey) pue ‘payoele UOIBJUSINIO0P [BUOIIPPE OU UM S|enpPIAIpUl AUB 10§ ,puUn04 pioday ON, Buimoys yodal fOQ & Aq peledipul Se S)siXe PI0da. UOJOIAU0D
UOIDIAUOD JO }S8.IE OU Jey) pue }senba. siyj J0 sAep 06 UILYIM WO} SIY} UO PaUIBU S|ENPIAIPUI |[B 10) PRIONPUOD UBaq SABRY SY08y) punolbyoeg Jed-¢ jeys 1sele | xoq siy) Bujosyo A9 O

*,SNJEJS [BUORIPUOY,, UO S[ADIAISS dY) JO S19pIA0d TV J0j }9ayd punoibyoeq Jed-¢ e Juqns jJsnui ,Snjels [BUORIPUOY,, UO S31ouaby

‘pajou SI UOIBIOASI J0 ‘|RIUSP ‘PJ0II [RUIWLID € Ji }senbaa siy) ypm podas Buisuaor pue “Bay jo -ydaq Jo/pue ‘e@onsnp jo “jdaq 9)els UISUCISIM ‘adlg HWAns

advistovainoo| 1|1 OO (O O1O(O(O10
0N | O OO0 10101000

w m M S g m w ) laquinN |dN awieN 991AI9S apoo 7] ‘g'0'd (eweN jsi14 ‘aweN jse)
gec | 55| © 8 £ 221198 8| sepinos awieN J9pIAoId
5 ® @ = H Q p! d z .
M M ® .W Nuuu m m wlw._ yole Isnin [SEETTRIVER] “
m. Bl w Ly W m 8JOPIAOI )[eoaH [e3us|y sweN 82IAJag pue apoY) aoIAIeS sur sad somieg eup | =
Y 5| B g © | pue vaoy 404 pesinbey 5
3 N e = m m
= >
=
QIHOVLLY dI AINO MO3HD
3INO
SIVILNIA3¥O ‘passasoid aq jJou ||im paubis pue pajep JON aJe Jey} swioj pue suiioy 313 1dINOONI :3LON MOIHO
JaquinN Xv4 JsquinN auoyd uosiad joejuod
aweN Aousby a1eq
:9)eq
. MIOMIBN JOPINOI4 @axnemjij punoledelp) Z1L0Z TIVANYY VSIYIHL 03 Jwgnsg

I JuduwiydenNy - Adjod doaq/ppy 13piaoid - AAMNVMTIAN ANNOUVIVIM




1116

:AjuQ asn eaynemjiw punoiedeim
:9eq :Aq patedaid

"SUOIJOISaI 8suaol| 10 sBulpul SAleSIUIWLpE
OU SMOYS JoJ19] SH( 2y} JBY} PUB ‘PBYIEJE LOIBIUSLINIOP [BUCIHIPPE OU YlIM S[ENpPIAIpUI AUE 10}, puUno- pioday op, Buimoys podal pOQ e Aq pajesipul Se SiSIXa pJodal UOHIAUOD
10 }sau1e OU Jey} pue jsenbal siy} J0 SAep 06 UIYIM ULIO} SIY} UO PaWEU S[enplAlpul |8 10} PSJONPU0D Usaq aney syo9yQ punoiboeg ued-¢ Jey) 1selie | xoq siyl Buppsyo Ag 7]

*.SNJEIS |BUOI}IPUOY,, UO S[EIIAISS By} JO Siapiaoid 7y 10§ }oayd punosbyoeq ped-¢ e Jwqgns jsnui , SNJL}S [BUONIPUOD,, UO Salouaby

"pajou SI UOIJEO0ASI 10 ‘[eluUdp ‘PI098J [BUIWLIO B §i }Senbal siy} yim podas Buisuasi] pue ‘Bay jo -idag Jojpue ‘@oasnr Jo jdaq 2Jejs uISuoIsIp ‘alg Hwagns

advis woveunod| 1| O (OO0 | |Oja{o|o|0|o oo
Jaroena | O O0(O0(0(O(0|0|0|10|10/0(0(0 |00

(Ayoads ‘90da (awep Jsi14 ‘awen jse)
180 ‘splooal jualo ‘eoueinsse Ajjenb ‘Juswebeuew/aapnoexa ‘uoisialadns ‘Buljig seale [euolound) 19pIAOId
Baly jeuoljoung 9L uonisod (jund) awen yyeig 308.1puj
aNO
‘passe204d aq jou [jim paubis pue pajep | ON aJe Jey) swioj pue swios 313 1dNOINI :3LON MOIHO
JaquINN X4 JaquinN auoyd uosiad JoEL0D
E awep Aousby aleq
i
A 1S3ND3¥ adv 44VL1S LO3NIANI 8018-L52-PL¥ :0UOUd | SLGL-LSZ-VLb XV
YIOMISN 18PINOId daXNEM|IAl PunoiedeIAn |LLOZ TIVANVY VSI™IHL 03 juang

7 yduydeny - Ad1jod doi@/ppy 1apiAoid - AIINVATIA ANQOYVIVIM



11/6 *90/8

P1eQ -5 (p1¥) :ouoyd :Aq parojdwio)

{UONBION [euonIppy

"UO1JBIOU [BUOHIPPE 10] MO]3q 39S [ |

(Kyr0ads) 10y10

901138 pajsanbai oy opraoad 03 pazioyne jou st KUY []
910111190 Fururen) Surssiy []
s3urpuly 309y punoidxydeq []

(Ay10ads) Juowaiinbai 901198 aad [eryuapasd sadoid payoe  []

“UOIJIOU [BUOIIPPE J0J MO[3q 39S [

(K3100ds) 10110
901138 pajsanbau oy apiaoad 03 pazroyine jou st AOUBY ]
91011190 Fururex) Suissty ]

s3urputy yoayo punoidydeq []

(Ay10ads) Juawaimbai 2014158 1ad [eruapaId sodoid paxoe  []

“UOILIOU [BUOLIPPE 10J MO[aq 39S [ ]

(K3r0ads) 1oy10
901A108 pajsanbal ay) apiaoid 0} paziioyne jou st Aouady []

91BOI 1190 Furures) SUIsSIA ]
s3uipuly }oayd punoidydeqg []

(Ay10ads) yuswaainbar 901410 1ad [enuapald sadoxd payoe []

uoseay (s) 201A108 oweN jjeis | e 1sanbayy

:MO[O( PIYNUAPI (S)UOSEII Y} 3)ou ASLIJ (AN TIAA SI HI0MIIN J9pIAodg punoaedeipy 3y) 0} Jyels Suimoy[oj 34} ppe 03 }sanbaa ano x

XVd :diz a1erg A
:ouoyd :SSAIPPY 10041S
upy :owreN Aoualy

Jjels 3294ipuj Jo/pue ISBPIAOId DIIAIDS }231id PPV 03 }sonbay jo jeluag
SRIOM LAN JHAIAOYUd ANV TIIN ANNOAVAVIM

’

[ 5

€ Judwydeny - Adijod doa@/ppy 1apiaoid - AMINVATIA ANNOAVIVIM




	ProviderAddDropPolicy
	 Bruce Kamradt, Director

	ProviderAddDropPolicy-Att1
	ProviderAddDropPolicy-Att2
	ProviderAddDropPolicy-Att3

