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Disclaimer

• The information and screenshots provided 
in this presentation are for demonstration 
purposes only and are subject to change.

• This information is current as of 
September 2016.



Agenda
• Reasons for submitting a patient dismissal 

request.
• Current patient dismissal process.
• New electronic patient dismissal process.
• Patient dismissal request status.
• Reinstatement request.



Reasons for Submitting a 
Patient Dismissal Request
• Rude or disruptive behavior.
• Non-compliance with medical regime.
• Deterioration of provider-patient 

relationship.
• No shows.



Current Patient Dismissal 
Process
• Receive faxed patient dismissal request 

form – HCA-42.
• Request processed manually by OHCA 

staff.
• Update status to approved, pended or 

denied.
• Lock member out of primary medical 

provider service location, if approved.



Current Patient Dismissal 
Process
• Update managed care assignment as 

needed.
• Send manually-created letters to the 

provider and member, as necessary.



New Electronic Patient 
Dismissal Process
• Who can submit a patient dismissal 

request?
• Submitting a patient dismissal form.
• Upload supporting documents.
• What happens after submitting patient 

dismissal request?
• Provider and member letter.



Who can submit a patient 
dismissal request?
• Group login with a PMP service location.
• Individual provider login with a PMP service 

location.
• A clerk login with access under a group or 

individual provider PMP service location.



Submitting a Patient 
Dismissal Form



Dismissal Request Form

• Only one member per patient dismissal 
request.

• Only one individual provider or group per 
patient dismissal request.









Provider and Member Data



Dismissal Reason



Dismissal Reason
• Reason text box is a required field.
• Include any details or note that you have 

attached necessary documentation.
• No-shows require specific dates to be 

approved.
• More than one reason can be selected.
• If you do not wish to disenroll all members 

on a case, you must note that in the reason 
text box along with the member IDs that you 
do not wish to disenroll.



Upload Supporting 
Documentation



Upload Supporting Documents

• Arial is font for body copy



Submit Request
• The tracking number can be used to locate 

your patient dismissal request.



Supporting Documents

• Allowable file types are JPG, TIFF and PDF.
• Total file size cannot exceed 10MB.
• Upload multiple files per submission.
• Upload supporting documents before 

submitting patient dismissal form.



What Documents Should be 
Uploaded
• Rude or disruptive behavior .
• Written note that gives details of what 

happened.
• Non-compliance with medical regime.
• Chart notes, office policy, pain management 

agreement and any other pertinent 
information that supports your request.



What Documents Should be 
Uploaded
• Deterioration of provider-patient 

relationship.
• Chart notes, office policy and any other 

pertinent information that supports your 
request.

• No-shows.
• List of specific no-show dates and, if 

necessary, office policy.



What Happens After 
Submitting A Patient 
Dismissal Request?



Patient Dismissal Request 
Status
• Patient dismissal request and supporting 

documents are loaded into workflow for 
OHCA staff to review.

• Once reviewed, the request is placed in an 
approved, pending or denied status based 
on supporting documentation.



Approved Patient Dismissal 
Request Status
Lockout:
• All active members on the same case are 

locked out of the requesting providers 
panel, unless otherwise specified in the 
reason text box of the dismissal request 
form.



Approved Patient Dismissal 
Request Status

Lockout:
• If a group login is used when requesting a 

dismissal, all active members on the same 
case are locked out from all service 
locations under that group provider ID, 
unless otherwise specified in the reason text 
box of the dismissal request form.



Approved Patient Dismissal 
Request Status
Lockout:
• Members are locked out of a individual 

provider panel if the provider is logged in 
using an individual provider login, 
regardless if the provider is also a member 
of a group.

• The lockout date is effective as of the 
patient dismissal request approval date.



Approved Patient Dismissal 
Request Status
Disenroll:
• A member is only disenrolled from 

SoonerCare Choice or Insure Oklahoma 
Individual Plan if they are assigned to the 
requesting providers service location.



Approved Patient Dismissal 
Request Status
Disenroll:
• A patient dismissal request disenrolls all 

active members on a case from the 
requesting providers panel, unless 
otherwise notated in the text box on the 
patient dismissal request form.

• SoonerCare Choice and Insure Oklahoma 
Individual Plan disenrollment is effective the 
same day the patient dismissal request is 
approved.



Approved Patient Dismissal 
Request Status
• A letter is sent to the case head advising 

they are no longer assigned to their 
previous provider.

• An approval letter is sent to the provider.
• Member with SoonerCare Choice is fee-for-

service until a new provider is selected.
• Members with Insure Oklahoma Individual 

Plan are assigned a default provider and 
are fee-for-service until a new provider is 
selected.



Pended Patient Dismissal 
Request Status

• A letter is sent to the provider requesting 
additional supporting documentation.

• Once the missing documentation is 
provided, the dismissal status is reviewed 
again.



Denied Patient Dismissal 
Request Status
• The requesting provider or group receives a 

letter advising that the patient dismissal 
request was denied.

• The provider or group can call to determine 
the reason for denial and learn what 
additional documents are needed.



Denied Patient Dismissal 
Request Status
• A new patient dismissal form must be 

completed, and all supporting 
documentation should be resubmitted with 
the new patient dismissal request.



Provider and 
Member Letters



Access Electronic Provider 
Letters



Access Electronic Provider 
Letters



Letter Type



Provider Letter



Provider Letter



Member Letter



Member Letter



Reinstatement Request
• Must be written or typed on office or 

provider letterhead.
• Should include a member name and ID 

number for each person being reinstated.
• Include a statement that the provider has 

spoken to the member and made a 
decision to reinstate the member.

• A reinstatement request only removes a 
lockout and does not reassign a member 
to the providers panel.



Reinstatement Request

• Reinstatement request only reinstates the 
member listed on the request.

• All requests should be faxed to 405-530-7243.
• Action form/provider change form (SC-13) is not 

considered a reinstatement request.



Helpful Information
• The old patient dismissal HCA-42 form will 

no longer be accessible on the OHCA 
provider forms page after the new process 
is implemented.

• Providers and members have the right to 
appeal the decision of the dismissal 
resolution to the administrative law judge 
pursuant to OAC 317:2-1-2.
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