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E-mail to AAA9 Staff

Effective February 25, 2016 we will begin accepting email 
communications and notifications to AAA9 staff as well as fax 
and other written communications.

We will only accept email that utilizes OUR  encrypted format 
and that follows our protocol.  You can register for our account 
by following this link: https://web1.zixmail.net/s/e?b=aaa9&m

You may also access secure email via our website.

https://web1.zixmail.net/s/e?b=aaa9&m
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E-mail to AAA9 Staff
Only initiate E-mail to unit sites and not individual staff.

The Unit Addresses areas follows:

Case Management—casemanagement@aaa9.org

Service Scheduling—initialreferral@aaa9.org

PAR/Desk—par@aaa9.org

Provider Relations—providerrelations@aaa9.org



E-mail to AAA9 Staff

• Please do not use these E-mail addresses for 
solicitation.

• Remember that corporate email becomes part of the 
client’s chart. 

• AAA9 is required to abide by Ohio Sunshine Law 
regulations. Our corporate email is a public document 

and, once sent, is the property of AAA9 and not the 
employee.

• Use the appropriate forms (attachment)



E-mail to AAA9 Staff

• What information can be communicated via email:

• Routine Information

• Bid requests

• Falls without injuries

• Initial referral acceptance or decline

• Permanent changes with approval of case manager

• Reassessment continuation/routine service orders

• Service adjustments

• Temporary changes



E-mail to AAA9 Staff

• What information can NOT be communicated via email:

• Time-sensitive Information
• Any suspicion/report of abuse, neglect or exploitation

• Change in mental status

• Decline in health status or any significate change

• Drug/illegal activity

• Falls with injury

• Health and safety issues

• Hospital/nursing facility admissions and/or discharges

• Request for approvals of additional services

• Thefts

• Transportation request



E-mail to AAA9 Staff

This is a new process for AAA9 and we consider it a pilot.  
During the startup we would welcome your feedback 

and suggestions for improvement.

Often times your forms you use are very well organized 
or designed. We may tweak our process as we go.

Always take every precaution to protect personal health 
information (phi) and conform with HIPAA rules.



Thank You.

Questions?


