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Introduction 

A Client can express interest in entering an ICF at any point, during the 
Waiver application process or even after being placed on the Pre-
Enrollment or Waiver.  If on the Waiver, the Waiver Support Coordinator 
(WSC) will be responsible for initiating the ICF Request.  If on the Pre-
Enrollment, the Pre-Enrollment Workstream Worker (PESC) will initiate the 
ICF Request. 

 

1. ICF Admissions 

The ICF Admission process includes the following steps:  

1. Complete ICF Admission tasks     

2. Complete the Residential Referral form.  

3. Create ICF Program record & Complete the ICF Referral Tracking form 

4. Complete QSI Assessment if over 90 days 

5. Generate ICF Authorization Letter 

6. Complete Initial Admission Paperwork 

 

1a. Complete ICF Admission Tasks 

The WSC/PESC will complete the ICF Admission process. 

 

Role(s): Waiver Support Coordinator (WSC/CDC) or Region Pre-
Enrollment Workstream Worker  

 

1. The WSC/PESC will complete the following ICF Admission Tasks: 

a. Signed copy of Choice Counseling (paper- attach) 

b. Signed Documentation of Choice (paper- attach) 

c. Verify Waiver Eligibility Worksheet (form) 

d. Attach Guardian Paperwork and/or Supporting 
Documentation (paper- attach) 

e. Verify QSI Completion Date (form) 

f. Central Admissions Cover Sheet (paper- attach) 

g. Person Centered Support Plan (signed paper ï attach) 

 

2. If the Client is on the Waiver, the Waiver Support Coordinator 
(WSC) will create a Note to the Region Waiver Workstream Worker 
and Clinical Workstream Lead. If not, the Region Pre-Enrollment 
Workstream Worker (PESC) will create a Note to the Clinical 
Workstream Lead.  
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3. From the clientôs record, select the Notes tab. From the File menu, 
select Add Note. The Note Details page displays. Update the 
following fields:  

a. Provider/Program = select own WSC agency/provider record if 
applicable 

b. Note Type = ICF 

c. Sub-Type = ICF-IID Request 

d. Status = Pending 

e. Attachments = Add documentation from ICF Admission Tasks 

e. Recipients = Region Waiver Workstream Lead & Clinical 
Workstream Lead OR the Region Pre-Enrollment Workstream 
Lead & Clinical Workstream Lead when the client is not on the 
waiver. 

 

 

f. From the File menu, select Save and Close Notes. 

 

Role(s): Region Waiver Workstream Lead and Clinical Workstream 
Lead 

 

4. The Region Waiver Workstream Lead monitors My Dashboard for 
incoming notes from the WSC to be notified of new ICF-IID 
Requests and notes the Clinical Workstream Lead was also notified 
as a note recipient. 

 

5. The Clinical Workstream Lead monitors My Dashboard for 
incoming notes to be notified of new ICF-IID Requests and to 
reassign the Disenrollment ticklers to the Waiver Workstream Lead 
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to ensure the waiver disenrollment process occurs for the client later 
in the workflow and ensure behavioral concerns are addressed if 
they exist. Select the My Dashboard > Consumers > Pending > 
Notes queue. 

 

 

 

6. Click on the note to review the details. Keep the note open. 

 

7. Review the clientôs record and most recent QSI to determine if there 
are any behavior concerns. If there are behavioral concerns, 
proceed to the Behavioral Concerns section. If there are no 
behavioral concerns, proceed to the Complete the Residential 
Referral Form section. 

 

 

Tip 

Navigate quickly from the My Dashboard > Notes queue to the clientôs 
record by copying the iConnect ID from the Notes queue and pasting it into 
the Consumer > Quick Search.  The Note queue window will remain open 
for convenience.  
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1b. Complete Residential Referral Form 

If there are not any behavioral concerns, the Regional Clinical Workstream 
Lead would have routed the ICF-IID Request note directly to the MCM. 
Others are first routed to the Area Behavioral Analysis (ABA) who will later 
route to the MCM after the ICF/IID Behavioral Rate Screening Tool is 
completed. 

 

Role: Region Clinical Workstream Worker (MCM) 

 

1. If there are no behavior concerns, the Clinical Workstream Lead will 
notify the MCM via a note in iConnect.  From the existing ICF-IID 
Request note, update the following fields: 

a. Note = denote there are no behavioral concerns to address 

b. Status = Pending 

c. Note Recipient = Medical Case Manager (MCM) 

 

2. From the File menu, select Save and Close Note. 

 

 

3. MCM will work My Dashboard for incoming notes. Select the 
Consumers > Pending > Notes queue.  
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4. Select the Pending ICF-IID Request Note from the Notes queue and 
reviews the details of the request. Keep the note record open. 

 

 

5. The MCM, Waiver Support Coordinator (WSC/CDC) or PESC will 
initiate the Residential Referral Form. Navigate to the clients record and 
select the Forms tab. From the File menu, select Add Form. Select 
ñResidential Referral Formò The Form Details page displays. Update the 
following fields:   

a. Review = select As Needed 

b. Review Date = default to today 

c. Division = defaults to APD 

d. Worker = self 

e. Status = Pending if LOR is 3; Choose Complete if the LOR is 
not 3. Complete the fields in the form 

f. Placement Request For? = ICF 

g. Fill out remainder of the form appropriately. 

h. Select the Level of Reimbursement at bottom of form. 

i. Signature = Search for and select the name of the MCM 
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6. From the File menu, select Save and Close 

 

7. The MCM will update the existing ICF-IID Request note now that the 
Residential Referral Form is complete. From the open note record, 
update the following fields: 

a. Note = details of the completed referral form 

b. Status = Pending 

c. Note Recipient = WSC or PESC and State Office Residential 
Intake Specialist.  The WSC or PESC are added as notifications, 
but the State Office Residential Intake Specialist will have to 
complete the next round of tasks for the admission. 
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8. From the File menu, select Save and Close Notes. Proceed to the 
State Office Tasks section. 

 
 

1c. Behavioral Concerns 

 

Role: Regional Clinical Workstream Lead & Regional Clinical 
Workstream Worker (ABA) 

 

1. If there are behavioral concerns, the Clinical Workstream Lead will 
notify the ABA via a note in iConnect.  From the existing ICF-IID 
Request note, update the following fields: 

a. Note = denote the behavioral concerns the ABA should address 

b. Status = Pending 

c. Note Recipient = ABA 
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2. From the File menu, select Save and Close Notes.  

 

3. The Regional Clinical Workstream Worker (ABA) monitors My 
Dashboard for incoming notes. Select the Consumers > Pending > 
Notes queue. 

 

4. Select the Pending ICF-IID Request Note from the Notes queue and 
review clients record. Keep the note record open. 

 

 

5. The ABA will also complete the ICF/IID Behavioral Screening Tool. 
Navigate to the clients record and select the Forms tab. From the File 
menu, select Add Form. Select ñICF/IID Behavioral Screening Tool.ò 
The Form Details page displays. Update the following fields:   

a. Review = select As Needed 

b. Review Date = default to todayôs date 

c. Division = defaults to APD 

d. Worker = Self 

e. Status = Complete 

f. Complete the fields on the form. 
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6. From the File menu, select Save Forms. 

 

7. The ABA must print a copy of the screening tool to PDF. From the File 
menu, select Print.  

  

 

8. From the File menu, select Close Forms 

 

9. Navigate to the Notes tab and select the existing ICF-IID Request note. 
From the open note record, update the following fields: 

a. Note = details of the addressed behavioral concerns 

b. Status = Pending 
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c. Attach any supporting documentation used to demonstrate 
eligibility must be included as an attachment in the note, 
regardless of where else the information may be found. 

d. Note Recipient = MCM 

 

10. From the File menu, select Save and Close Notes.  

 

11. MCM Receives updates and proceeds with Complete Residential 
Referral Form Section. 

 

1d. State Office Tasks 

 

Role: State Office Worker 

 

1. State Office Residential Intake Specialist will work My Dashboard for 
incoming notes. Select the Consumers > Pending > Notes queue.  
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2. Select the Pending ICF-IID Request Note from the Notes queue and 
review the details of the request.  

 

3. If there is missing documentation, return the note to the WSC/PESC. If 
there is not missing information, skip to step 9. 

a. Mark Note as Read, update the following fields: 
b. Note = details of the missing information/ documentation 
c. Status = Pending 
d. Note Recipient = WSC or PESC.  
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4. From the File menu, select Save and Close Notes.  

 

WSC/PESC Responds to request for additional information. 

Role: Waiver Support Coordinator (WSC/CDC)  or Region Pre-
Enrollment Workstream Worker  

5. The WSC/PESC will monitor My Dashboard for incoming notes. Select 
the Consumers > Pending > Notes queue.  

 

 

6. Select the Pending ICF-IID Request Note from the Notes queue and 
review the details of the request. Update the following fields:  

a. Note = details of the missing information/documentation 

b. Status = Pending 

c. Attachments = Include the documentation requested by the SO 
Residential Intake Specialist 

d. Note Recipient = SO Residential Intake Specialist.   

e. Mark Note as Read 

 

7. From the File menu, select Save and Close Notes.  

 

Role: State Office Worker 
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8. The SO Residential Intake Specialist will work My Dashboard for 
incoming notes. Select the Consumers > Pending > Notes queue.  

 

 

9. Select the Pending ICF-IID Request Note from the Notes queue and 
review the details of the request.  

 

10. Now that the documentation is complete, the note can be sent to the 
ICF Coordinator. Update the following fields: 

a. Note = details that the packet is complete 

b. Status = Pending 

c. Note Recipient = ICF Coordinator.   

 

11. From the File menu, select Save and Close Notes. Proceed to the ICF 
Coordinator Tasks section. 

 

1e. ICF Coordinator Tasks 

 

The ICF Coordinator is responsible for updating the workers on the clientôs 
division record, coordinating the review of referrals with LOR = 3, reviewing 
the completed admission packet, creating the ICF/IID program enrollment, 
ensuring that the QSI is dated within 90 days (from receipt of the 
completed residential referral packet), sending out the ICF Authorization 
letter, and wrapping up documentation when the client is admitted. The 
Authorization may only be sent if there is a confirmed QSI date or an 
existing QSI is less than 90 days old. 
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Role: State Office Worker (ICF Coordinator) 

 

1. The ICF Coordinator will work My Dashboard for incoming notes. 
Select the Consumers > Pending > Notes queue.  

 

 

2. Select the Pending ICF-IID Request Note from the Notes queue and 
review the details of the request.  

 

 

3. The ICF Coordinator will ensure the ICF Admission tasks have been 
completed. If additional documentation is needed or corrections need to 
be made, the ICF Coordinator will communicate with the WSC/PESC or 
MCM through the ICF-IID note in iConnect to collect the additional 
information. Update the following fields: 

a. Note = details of the missing information or corrections needed 

b. Status = Pending 

c. Note Recipient = WSC/PESC or MCM depending on the missing 
information. 

 

4. From the File menu, select Save and Close Notes. 

 

5. The WSC/PESC or MCM will monitor My Dashboard for incoming 
notes. The WSC/PESC or MCM will update the ICF-IID Note with the 
missing information and send back to the ICF Coordinator. Update the 
following fields: 
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a. Note = details of the additional information provided, or 
corrections made 

b. Status = Pending 

c. Note Recipient = SO Residential Intake Specialist 

 

6. From the File menu, select Save and Close Notes.  

 

7. The SO Residential Intake Specialist will monitor My Dashboard for 
incoming notes. The SO Residential Intake Specialist will review the 
updates provided by the WSC/PESC or MCM and complete the note. 
Update the following fields: 

a. Note = confirm all requested information has been received and 
packet is complete. 

b. Status = Complete  

 

8. If the admission tasks were completed and requests for additional 
information were not needed, the SO Residential Intake Specialist 
would have noted the completion and closed the note. Update the 
following fields: 

a. Note = confirm the admission packet is complete 

b. Status = Complete 

 

9. From the File menu, select Save and Close Notes. 

 

10. Once the admission packet has been reviewed and is complete, the ICF 
Coordinator will update the workers on the clientôs Division record. 
Navigate to the clientôs record and click on the Division tab. Select the 
existing division record. Update the following fields:  

a. Disposition = APD Eligible ï ICF/IID 

b. Primary Worker = ICF Coordinator 

c. Secondary Worker = PESC (if on pre-enrollment list) or WSC (if 
on the waiver) 

d. Interested in ICF/IID = Yes 
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11. When the clientôs Division page is saved with Interested in ICF/IID = 
Yes, a workflow wizard will trigger a tickler for the WSC/PESC 
(Secondary Worker): 

a.  Complete the waiver enrollment process.  

This tickler applies to new applicants only.  

 

WSC/PESC receives ticklers 

Role: Waiver Support Coordinator (WSC/CDC) or Regional Pre-
Enrollment Workstream Worker  

  

12. The WSC/PESC will view their ticklers from My Dashboard and select 
the ñComplete the waiver enrollment processò tickler. As the tickler 
states, this tickler applies to new applicants only. If this client is already 
on the waiver or pre-enrollment list, this tickler does not apply and can 
be cancelled by the WSC/PESC.  
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13. If this is a new applicant, the WSC/PESC will proceed with the 
application and eligibility process with the client and mark the tickler as 
complete. From the tickler flyout menu, select Complete. 

 

 

14. If this is not a new applicant, the WSC/PESC will cancel the tickler. 
From the tickler flyout menu, select Cancel. 

 

 

 

1f. Level of Reimbursement (LOR) 3 ï Behavioral 

If the LOR on the Residential Referral Form is equal to 3 because of 
behavioral issues, the Agency Senior Behavior Analyst or Designee will 
need to review and approve the LOR before the ICF Coordinator proceeds 
with completing the Admission Packet.  

 

Role: State Office Worker (Agency Senior Behavior Analyst or 
Designee) 

 

1. The ICF Coordinator will add the Agency Senior Behavior Analyst or 
Designee as a recipient to the existing ICF-IID Request note. From the 
open note record, update the following fields: 

a. Note = details of the request for a LOR 3 approval 

b. Status = Pending 
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c. Note Recipient = Agency Senior Behavior Analyst or Designee 

 

 

2. From the File menu, select Save and Close Notes. 

 

3.  ABA will work My Dashboard for incoming notes. Select the 
Consumers > Pending > Notes queue. 



ICF 

                              April 2024                                          Page 21 
 

 

 

4. Select the Pending ICF-IID Request Note from the Notes queue and 
review the details of the request. This note will be completed later in the 
workflow after the ICF Coordinator confirms the admission packet is 
complete.  

 

5. The Agency Senior Behavior Analyst or Designee will navigate to the 
Forms tab. Select the Pending Residential Referral Form from the list 
view. Review the content of the form. Update the following fields: 

a. If LOR 3 is approved, change the Status = Complete. No 
additional fields need to be updated. The approval will be noted 
by the Agency Senior Behavior Analyst or Designee in the ICF-
IID Request note and sent back to the ICF Coordinator.  

b. If LOR 3 is NOT approved, the status will remain = Pending until 
the MCM review is complete. The denial will be noted by the 
Agency Senior Behavior Analyst or Designee in the ICF-IID 
Request note and sent back to the MCM. 
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6. From the File menu, select Save and Close Form.  

 

7. The Agency Senior Behavior Analyst or Designee will update the 
existing ICF-IID Request note once the LOR review is complete. From 
the open note record, update the following fields: 

a. Note = note the approval or denial of the LOR 3 

b. Status = Pending 

c. Attach any supporting documentation/matrix  

d. Note Recipient = ICF Coordinator if LOR 3 is approved. MCM if 
LOR 3 is NOT approved. 
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8. From the File menu, select Save and Close Notes. 

 

LOR 3 Denied & MCM update necessary 

 

Role: Region Clinical Workstream Worker (MCM)  

 

If the Agency Senior Behavior Analyst or Designee does approve the LOR 
3, no MCM review is needed.  Proceed to Admission Packet Complete 
section.  

If the Agency Senior Behavior Analyst or Designee does not approve the 
LOR 3, MCM needs to update the LOR on the form. The Agency Senior 
Behavior Analyst or Designee included the MCM as a note recipient on the 
existing ICF/IID Request Note.  

 

1. MCM will work My Dashboard for incoming notes. Select the 
Consumers > Pending > Notes queue.  

 

 

2. Select the Pending ICF-IID Request Note from the Notes queue and 
review the details of the denial. Keep the note record open. 

 

 

3. The MCM must update the Residential Referral Form. Navigate to the 
clients record and select the Forms tab. Select the Pending 
ñResidential Referral Formò from the list. The Form Details page 
displays. Update the following fields:   
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a. Status = Complete  

b. Level of Reimbursement = change from 3 to 2 or 1.  

c. Signature = Search for and select the name of the MCM if not 
already populated. 

d. Date = Current Date 

 

 

4. From the File menu, select Save and Close Form. 

 

5. The MCM will update the existing ICF-IID Request note after the 
Residential Referral Form is complete and LOR has been updated. 
From the open note record, update the following fields: 

a. Note = details of the completed referral form 

b. Status = Pending 

c. Note Recipient = ICF Coordinator  

 

 

6. From the File menu, select Save and Close Notes. 
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1g. Admission Packet Complete 

 

Role: State Office Worker (ICF Coordinator)  

 

If the Level of Reimbursement is not equal to 3 or if it is equal to 3 and has 
been reviewed by the Agency Senior Behavior Analyst or Designee and/or 
MCM, the ICF Coordinator can complete the next task to confirm the 
Admission Packet is complete.  

 

1. ICF Coordinator monitors My Dashboard for incoming notes. Select the 
Consumers > Pending > Notes queue 

 

 

 

2. Select the Pending ICF-IID Request Note from the Notes queue and 
review the details of the request. Keep the note record open. 

 

3. The ICF Coordinator verifies completion of ICF Admission tasks and 
confirms that all documents are correct and complete:   

a. Signed copy of Choice Counseling 

b. Signed Documentation of Choice 

c. Verify Waiver Eligibility Worksheet 

d. Attach Guardian Paperwork/ Medical Proxy and/or Supporting 
Documentation  

e. Verify QSI Completion Date 

f. Central Admissions Cover Sheet 

g. Verify Residential Referral Form has LOR and MCM signature. 
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Note: Due to length of time to get an ICF to accept, sometimes 
referrals may go out while the documents are being 
completed/corrected 

 

4. If the documents are completed, the ICF Coordinator will note it in the 
ICF-IID Request note. From the open note record, update the following 
fields: 

a. Note = details of the completed documentation 

b. Status = Complete 

c. Attachments = Ensure that all supporting documentation from 
step 3 is attached, if not, attach the missing documentation.   

 

 

5. From the File menu, select Save and Close Notes. Proceed to the 
Create ICF Program section. 

 

 

WSC/PESC/MCM Responds to request for additional information. 

Role: Waiver Support Coordinator (WSC/CDC), Region Pre-
Enrollment Workstream Worker, or Medical Case Manager (MCM) 

 

6. If documents are not complete, the ICF Coordinator uses the existing 
ICF-IID Request note to request follow up from the PESC, WSC or 






























































































