Data Submission Requirements for Staff – TANF

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 invoice of services rendered appropriately. 

Policy:
Participant/Service data should be recorded in the Participant record and/or the appropriate Service/Outreach Tracking Form on the same day that the service was rendered.  Services will not be recorded in less than 10-minute increments.


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


FARS/ASAM/MH Update data should be recorded on the same day as the evaluation or no later than three working days.


These forms should be submitted to the designated Medical Manager entry staff (unless being entered by counselor/case manager) upon completion, but in cases where this is not possible by the end of the business day on Friday of each week.  All forms for data entry should be entered into Medical Manager within two 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 include:

· Data Systems Analysts, Supervisor, and Manager

· SAMH/TANF Area Coordinators and Supervisors who will be responsible for ensuring compliance among their staff

· SAMH/TANF Counselor/Case managers and Office Managers

· Any other personnel who supervise and/or enter SAMH/TANF data into Medical Manager


All clinical documentation should be signed and dated by the writer on the date the notation was written regardless of the date of the actual event referenced.

Procedure and/or Process:

A. Program Intakes and Discharge

Intake and Discharge forms are required for all participants upon Intake and Discharge from TANF program.
B. TANF Notifications

a. INTAKES:  TANF Notifications are required for all TANF Intakes.  Notifications are form 41 in Medical Manager F12.

i. When the notification is completed in F12, print the notification, complete the top section, sign, and fax to data systems.  Faxing of the notification should occur immediately after the notification is entered in F12.

ii. To print the notification, go to menu 83 (shortcut “/TASC”) in medical manager.  Choose option 2 (entering the admit date of the TANF F12) to generate (prepare) the report, then choose option 3 to print the report.

b. ANNUAL RECERTIFICATION:  All active TANF participants must be re-certified each July with a new EZ-form (even if their original was signed 6/30, they still need a new one on or after 7/1 each year).

i. Enter a new Form 41 in Medical Manager F12 when re-certifying a participant.
ii. Follow steps Ba i & ii above to process the re-certification.
c. DISCHARGES:  TANF notifications are also required for each discharge.  Please update the latest Form 41 for the intake and print and fax the notification to data systems.

C. Participant Services

a. TANF related Participant Services will all be recorded on Participant Service Tracking forms. 

i. Prior to affirmatively completing TANF eligibility all services must be recorded on Outreach Service Tracking forms.  Outreach forms cannot be used after the intake is complete.

ii. After Discharge, complete follow-up services on Outreach forms. 

iii. Never use “Prevention” forms for TANF related participants.

b. Complete Outreach forms must be transferred to Data Systems after they are entered in Medical Manager.  Initial the top of the form after entering it in Medical Manager.  Copies may be retained, originals must be sent to Data Systems.

D. Substance Abuse Program Minimum Requirements

a. ASAM’s will be recorded for all intakes.

b. ASAM’s Updates are required every six months after Intake.

c. ASAM’s will be recorded for all discharges, with the exception of “Immediate Discharges”.

E. Mental Health Program Minimum Requirements

a. FARS evaluations will be recorded for every intake.

b. FARS evaluations will be recorded for every six months the participant is active in the program.

c. FARS evaluations will be recorded for every discharge, with the exception of Administrative and Immediate discharges.

d. Mental Health Updates will be performed for every three months from admission that a participant is active or sooner if needed.

F. Data Discrepancies

a. Data Entry personnel or their supervisor will respond ASAP 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 time frame 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.
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