
	 PROVIDER UPDATE 




Provider Contact Requirement and Updates*
The Referral Registry offers consumers/employers names of providers (workers) that best suit their needs and references, through the provision of a Referral List.  Up-to-date and accurate contact information about providers is expected prior to sending their name on a Referral List to a consumer.  In order for a provider to remain in “active status” on the Registry they must contact the Registry Coordinator when their contact information changes or when they wish to be removed.  Providers will be  contacted by the Registry Coordinator to confirm status and contact information before  inclusion on a referral list.  
Recommendations:

· Upon application for placement on the referral registry, providers will be notified that it is a requirement to maintain accurate contact information and to respond to Registry Coordinators when they call.  
  
· The primary reason for a Coordinator to call a provider is to confirm the provider’s availability prior to adding their name to a Referral List to be sent to a consumer. Once availability is confirmed the providers name will then be added to the referral list. 

If a provider does not respond within a 24 hours to a Coordinator call, their name will not be included on the Referral List.  After three (3) attempts to contact providers the Coordinator can then remove the provider from active status on the Registry. 
· Additionally, providers are expected to update their information due to a change of address, phone number, schedule, and availability for work or other pertinent information.  
· Providers will be informed that if they fail to respond to Coordinators after three (3) attempts they will be removed from active status on the Registry.
· Providers can update their information by calling the referral registry local offices, calling the toll free line at 800-970-5456, via email or in-person at local offices.

· If there is no response from the provider or if the provider’s number is no longer active, the providers name will be placed in inactive status.
· An inactive provider file may be reactivated on request of the provider when the most current background check on record is less than two years old.  If older than two years, a new background check must be run prior to reactivating file. 


* This policy replaces “Monthly Update, August 2009” – Provider Enrollment
Section I – Provider Update
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