EBP Phone conference and web-based training—August 2006

Adult intake form
1) ID – if the client does not have a social security number use 0000 for the last 4 digits. There may be a time when the system will not accept 0000 as the last 4 digits. This is usually because the ID is a duplicate number. Therefore, use 0001, 0002, etc. until the system accepts the ID.

2) Birthday—requires 4 digits for year of birth

3) When did client first begin program?—requires only 2 digits for year. You may get a system error if you use 4 digits.

4) Agencies can not delete IDs. If an incorrect number is entered contact Brenda Hollingsworth and it will be deleted.

Adult intake form editing

1) If a client leaves the program, be sure to edit the basic client information. When a client’s basic information includes ‘is no longer in the program’ that particular client ID will not appear in the box of IDs on the quarterly report. 

Adult quarterly report form
1) Each ID included in the box in the upper left hand side should have a quarterly report completed. All clients in the program (even if no contact in a particular quarter) should be reported on each quarter.

2) The quarterly report is complete when the box of client IDs is empty. If there are IDs remaining in the box, the reasons for this might be that the client baseline information has not been updated and marked as ‘no longer in the program’ or there is an incorrect ID.  

3) If a client is not seen during the quarter, check ‘report temporarily unavailable this quarter’; if the client is no longer in the program and this status is thought to be permanent then the client intake information should be edited. Editing the intake form and providing the reason that the client is no longer in the program will eliminate the ID appearing in the box for the next quarter’s report 

Data collection via hardcopy forms

1) Many agencies collect intake information and quarterly report information via paper forms. These hardcopy forms are then used to enter data into the web-based system. Agencies need to make sure the paper forms capture the same information as required by the web-based system. 

To access:

1) ICMH home page www.icmentalhealth.org bullet on right, ‘Performance Partnership Block Grant’ 

2) ‘Outcomes Reporting for Block Grant Funded Programs’

3) Adult and child intake forms, quarterly report forms and definitions
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