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1) Purpose
a) The SAMS database must be maintained in order to function efficiently. Example: It is unacceptable for a provider to have 3,000 registered consumers who have never received services in SAMS, where only 750 may be actively receiving service. 
b) Providers are required to review their consumers in the SAMS database on an on-going, regular basis to:
· Determine who is due for reassessment; and
· Determine who is eligible for deactivation. 
2) Multiple Providers
When requesting deactivations via the Non-Metro AAA Deactivation Request Form, precautions should be taken with consumers who have multiple providers. 

· If you no longer provide services to a consumer, yet they continue to receive service(s) from another provider, the consumer should not be deactivated. 

· Instead, submit a Consumer Change Form to the Non-Metro Regional Office assigned to enter your data requesting that an end-date be placed on you as a provider.

3) Contracted Services vs. Local/Non-Budgeted Services
Providers have the option to use SAMS to track other services not contracted through the Non-Metro AAA. These non-contracted services are referred to as local and/or non-budgeted services. Examples: recreation, fitness, Senior Olympics, Title XX services, etc.
a) Contracted Services (Non-Metro AAA Responsibility)

· Reminder: Non-Metro AAA is responsible for entering only consumer data (assessments, reassessments, service delivery units, etc.) for consumers receiving any contracted services. (See paragraph C below.)
· If the consumer received only contracted services, providers shall submit requests to deactivate consumers to the Non-Metro AAA Regional Office assigned to enter your data where a Client Tracking Specialist will deactivate these consumers in SAMS. 
b) Local and/or Non-Budgeted Services (Provider Responsibility)
· Reminder: Vendors are responsible for entering consumer data (assessments, reassessments, service delivery units, etc.) for consumers receiving only non-budgeted/local services.

· If the consumer received only local/non-budgeted services, providers shall deactivate consumers using these same procedures. (See How to Deactivate a Consumer in SAMS for step-by-step instructions.)
c) Both Contracted and Local/ Non-Budgeted Services (Non-Metro AAA Responsibility)

· Reminder: Non-Metro AAA is responsible for entering only consumer data (assessments, reassessments, contracted service delivery units, etc.) for consumers receiving any contracted services. Vendors may also track local/non-budgeted services for the same consumers; however, are responsible for entering their own local/non-budgeted consumer data.

· If it is discovered that a consumer received both services, providers shall submit requests to deactivate consumers to the Non-Metro AAA Regional Office assigned to enter your data where a Client Tracking Specialist will deactivate these consumers in SAMS.
4) Required Action for Deactivations
Providers are required to use the Consumer Deactivation Request Form tailored for the Non-Metro AAA Regional Office assigned to enter your data. Either the hand-written form or electronic version may be used – which ever is most convenient for you.

A Consumer Deactivation Request Form shall be submitted to the Non-Metro AAA office assigned to enter your data for any of the following reasons:

a) Reason: Deceased 
· Be sure that the consumer is indeed deceased. 

· Review the consumer’s seven fields of identification: First Name, Last Name, DOB, last four digits of their SSN, Address, Town of Residence, and Phone, Be sure that the correct ID is listed on the form, especially for consumers who have common names.

· Deactivation will be performed the following month.
b) Reason: Entered Institutional Care Facility
· If the consumer will be admitted for a short period of time, i.e. 3-6 months and is expected to be released and resume service, then they should not be deactivated. Note: a reassessment should be performed when service is resumed to determine if needs have changed.
· If the consumer is not expected to be released and will be admitted indefinitely, submit a request to deactivate them.
· If the period of admission is unknown, use your discretion on whether or not to submit a request to deactivate.
c) Reason: Moved Out of Area Within State 
· If you have been made aware that a consumer is moving to another part of New Mexico, you should:

· Determine if they will occasionally be back to ‘visit’ and possibly receive service (i.e. congregate meals). If so, they should not be deactivated. Note: the timeline for reassessment still applies.
· Inform/refer them to senior service providers (if any) in that area. If they will receive service from another provider, then they should not be deactivated. Instead, a Consumer Change Form shall be submitted requesting that an end-date be placed on you as a provider.
· If it is discovered after-the-fact that a consumer has moved to another part of New Mexico, and if after 12 months the consumer has not received any service from you or any other provider, submit a request to deactivate them. 
d) Reason: Moved Out of State
· If you have been made aware that a consumer is moving out of state, you should determine if they will occasionally be back to ‘visit’ and possibly receive service (i.e. congregate meals). If so, they should not be deactivated. Note: the timeline for reassessment still applies.
· If it is discovered after-the-fact that a consumer has moved out of state, and if after 12 months the consumer has not received any service, submit a request to deactivate them.
e) Reason: Other ed 
Often, the reason why a consumer is no longer receiving service is unknown. If the reason is truly unknown (i.e. ‘Other’), then the consumers’ last date of service must be reviewed. Do one of the following to view their service record. (See How to View Last Date of Service for step-by-step instructions): 

· Click on the consumer’s name in the Consumers list so it is highlighted in blue, then click on Service History to quickly view the last date of service (if any); or
· Open the consumer’s record by either double clicking on the consumer’s name or click Open. Once the consumer’s record is open, click on Service Delivery to view the last date of service.

Submit a request to deactivate consumers with a reason of ‘Other’ if:

· No Service:
· The consumer has not received any service(s) in 12 or more months.
· Received Only Assessment/Reassessment:
· The consumer has only received service(s) of Assessment/Reassessment and no other service in 12 or more months.
· No Longer Receiving Service:
· The consumer received services in the past, but has not received any service in 12 or more months. 
5) Eligibility for Archive and/or Removal from SAMS
a) Upon receiving any/all Consumer Deactivation Request forms, Non-Metro AAA Client Tracking Specialists will review each consumer listed to ensure they meet the above outlined criteria including each consumer’s Service Delivery Record to verify the last date of service (if any). 
b) Using the criteria outlined below, Non-Metro AAA Client Tracking Specialists may identify consumers who are eligible to be entirely archived and/or removed from SAMS should one of he following apply:
· The consumer received services in the past, but has not received any service in five or more years (regardless of the reason); or
· The consumer has never received any services in two or more years; or 
· The consumer has only received Assessment/Reassessment services with no other services in two or more years.
c) Because the action of removal requires a higher level of ‘permissions’ in SAMS, Non-Metro AAA Client Tracking Specialists shall submit a list of consumers eligible for removal to one of the Non-Metro AAA Data Management Specialists.

d) If providers identify consumers who received only local and/or non-budgeted services (see #3 on page 1), then providers shall submit a list of consumers eligible for removal to one of the Non-Metro AAA Data Management Specialists.
6) Reactivating Consumers 

a) If a consumer has been deactivated (not removed) in SAMS and begins to receive services, the only way to reactivate them is to conduct a reassessment requesting that they be made active to include a list of services they will be receiving.

· A reassessment is required in order to make them active before units of service can be entered. Note: review consumers in SAMS prior to adding them on to the bottom of a roster.
b) If a consumer was removed from SAMS and begins to receive services, an entirely new assessment must be completed.

· An assessment is required before units of service can be entered otherwise they will be considered unregistered since the consumer record will no longer exist in SAMS.

7) Additional Information or Training
Please contact the Non-Metro AAA Regional Office assigned to enter your data; or, complete a formal Request for Training and submit it to the Non-Metro AAA Director.
Step-by-Step Deactivation Procedure in SAMS
1) Non-Metro AAA: Consumers receiving any contracted services;
2) Providers tracking non-budgeted services (see #3, page 1)

a) NOTE: To ensure that all service data (units) is captured for the month deactivations will take place the month after. Example: A consumer received six home delivered meals at the beginning of the month and passed away mid-month. The consumer cannot be deactivated until the following month to ensure that all service data (units) are recorded and captured. If they are deactivated too soon, their recorded units will not be captured.
b) Search for the consumer that is to be deactivated from the SAMS Consumer list. Make sure you have the correct person by verifying the consumer’s seven fields of identification: First Name, Last Name, DOB, last four digits of their SSN, Address, Town of Residence, and Phone their residence, DOB and the last four digits of their SSN. Once you have the correct consumer, open the client by double clicking.

c) In cases where it is definite the consumer will no longer receive services, completely deactivate and close the consumer’s record, by doing the following:
· Close each Care Plan:

· Go to Care Management, left click on a care plan, then right click.
· Left click on Status Properties.

· In the dialogue box that appears, click the drop box in Status, then click Inactive.

· Change the end date to the fist of the following month. 

· Example: If you received a request to deactivate 5/13/2010, you will wait to deactivate until the following month to ensure that all service data (units) is captured and the end date will be 6/01/2010. 

· Click OK. Click on Save and Close.

· There may be more than one Care Plan, so repeat the steps above for each.

· Change Consumer Details:

· On the Navigation Pane under “Contents” to the left, click on Details and go to General.

· Starting from the bottom-up, click on Status. Under “Active” change from Yes to No by clicking the drop box at the far right (or simply type “N” in the field).

· Change the Status Date to the first of the following month. 

· Example: If you received a request to deactivate 5/13/2010, you will wait to deactivate until the following month and the end date will be 6/01/2010. 

· Under Personal, change the Consumer Details Las Reviewed to the date of the request form.
· Closing the Provider(s)

· While still in Details, click on Providers. 

· Double click a provider. In the dialogue box that appears, enter the end date as the fist of the following month. 

· Example: If you received a request to deactivate 3/5/2010, you will wait to deactivate until the following month and the end date will be 6/01/2010.

· There may be more than one Provider, so repeat the steps above for each.

· Closing the Care Enrollments

· While still in the Details, click on Care Enrollments.

· Double click on a Care Enrollment. Change the Status to Inactive by clicking the drop box or simply typing “I” in the field.

· Change the Status and End Date to the fist of the following month. 

· Example: If you received a request to deactivate 5/13/2010, you will wait to deactivate until the following month and the end date will be 6/01/2010.

· There may be more than one Care Enrollment, so repeat the steps above for each.

· Once all the steps above have been completed, click on Save and Close. In the dialogue box that appears, click on Yes to confirm changes.
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