Intake / Assessment

Purpose:
The intent of the following policy is to ensure that the assessment process is begun in a timely manner after receipt of a referral for services.  The assessment should serve to develop a thorough picture of the problems faced by the youth and/or family.

Policy:
Upon completion of a screening, the intake/assessment process shall be initiated within seven days.  The assessment process may include but is not limited to: 

· Screening 

· Psychosocial Assessment 

· Medical History 

· Brief FAM

· Suicide Assessment (when appropriate) 

Procedure and/or Process: 

The assessment should be initiated within seven days after receipt of a referral for services.  The initial screening, which may be conducted by phone or face-to-face, is considered the beginning of the assessment process.  The assessment should be conducted with a semi​-structured interview format and should be conducted in the environment most conducive to ensuring the youth and family's participation.  This includes but is not limited to the case manager/counselor office, other office settings, the family's home, a location close to the family's home, or at the school.  (In the residential programs the expectation is that the psychosocial and assessment process begin within the first 24 hours of the counselor's awareness of a new admission.

The assessment process is a critical time when first impressions are made and the stage is set for the experiences that follow.  Efforts should be made to engage family members in a positive manner.  The assessment process should provide information and a direction for development of the Plan of Services. 

It is important to recognize that the assessment is a process that is ongoing throughout the duration of services.  It may take several face-to-face contacts with the participant and family to build the level of trust needed to accurately identify and assess certain issues.  Additionally, other issues may surface at anytime while the case is open that require further assessment.  However, case files should contain documentation that show reasonable efforts were made to complete an initial assessment within the first two or three face-to-face sessions.  If an assessment is not started or if it is incomplete beyond three face-to-face sessions, the participant's file must contain documentation explaining the reasons for the delay. 
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