Data Submission Requirements for Staff - SAMH

Purpose:
The intent of the following policy is to ensure that participants have their services recorded accurately and in a timely manner ensuring best clinical practice, adherence to contractual obligations and appropriate invoicing of services rendered. 

Policy:
Participant/Service data should be recorded on the appropriate Prevention Tracking Form on the same day that the service was rendered or no later than two working days.  


Participant Intake/Discharge should be recorded on the same day the participant’s status changes or no later than three working days.  


These forms should be submitted to the Data Systems department on the 3rd and 19th of every month.  All forms for data entry should be entered into the CPG system within seven working days of receipt.  Recording and submission of data at a pace exceeding this minimum requirement is encouraged.


This procedure will be made available to all employees it affects.  Affected positions includes 

· Data Systems, Clerks, Analysts, Supervisor, and Manager

· SAMH Prevention Director and Supervisors who will be responsible for ensuring compliance among their staff

· Any other personnel who supervise and/or enter SAMH data into CPG
Procedure and/or Process: 
A. Program Intakes and Discharges
a. Prevention program participants will be registered using rosters.
B. Data Discrepancies

a. Data Entry personnel or their supervisor will respond as soon as possible after receipt of a request to clarify a data discrepancy and will communicate with Data Systems the expected time frame to comply with the request. 

b. If feedback cannot be communicated (or errors corrected) within the period required, Data Systems should be contacted prior to the anticipated deadline and made aware of the reason for the delay and when the task will be completed in order to relay this information to the Managing Entity
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