myAvatar Job Aide – Conservatorship Investigation Unit 

Purpose	To establish a process in myAvatar for CIU, from receiving referrals through processing paperwork for a new client or existing client.

1) Referral comes into CIU office

2) OA Staff will verify if client has a Permanent MR# or P# 
a. Staff enters client name into “Search Clients” field of ‘My Clients’ widget.
[image: ]






b. [image: ]Client DOES have MR# or P#




i. [image: ]Double click on client’s name or press Enter to insert name into ‘Recent Clients’ field



ii. Highlight name and click on ‘Initial Contact Log’ in the Search Form menu: 
[image: ]

iii. [image: ]Select ‘Add’ to begin a new log entry


iv. In the notes section at the bottom, OA will indicate date Conservatorship Referral was received and who the referring party was.
[image: ]

v. Complete all required fields and submit
[image: ]

c. Client DOES NOT have MR# or P#
i. Staff will click on ‘Initial Contact Log Bundle’ to open the form under the Search Forms menu. 
[image: ]
ii. [image: ]In ‘Select Client’ window, fill in at least 3 fields and click ‘Search’








iii. Select ‘OK’ for “No matches found.”
iv. [image: ]Select ‘New Client’ to initiate bundle








v. ‘Call Intake’ form will appear; fill in all required fields and ‘Submit’
[image: ]

vi. ‘Initial Contact Log’ form will appear; fill in all required fields and ‘Submit’
1. In the notes section at the bottom, OA will indicate date Conservatorship Referral was received and who the referring party was.
[image: ]

3) Conservatorship Evaluation
a. OA will provide referral to assigned CTI/CTII
b. CTI/CTII will complete the Conservatorship evaluation
i. If Conservatorship denied,
1. CTI/CTII will open the “Initial Contact Log” from the Search Forms menu, and select the entry from date of referral and click “Edit” at the bottom.
[image: ]
 
2. CTI/CTII will edit in the Notes section to indicate that Conservatorship not recommended, reason and date.

ii. If Conservatorship approved,
1. If client is a P# only, OA will highlight name and double click on the “Assign Permanent MR #” under the Search Forms menu and assign next Medical Record Number. 
[image: ]


2. [bookmark: _GoBack]CTI/CTII will complete an administrative note to indicate recommendation to place client on Conservatorship and subsequent court date by double clicking on the “Interdisciplinary Progress Note” in the Search Forms menu.
[image: ]


4) OA will audit opening packet and search for existing MH Over-Arching episode in Avatar
a. OA enters name in ‘Search Clients’ field in ‘My Clients’ widget
b. Double click name or press Enter to insert into ‘Recent Clients’
c. Double click name or press Enter to open client’s chart
d. [image: ]‘Client Episodes’ widget in the chart will indicate if client has an over-arching MH Episode (36 – SAN BERNARDINO COUNTY OP)






e. Client DOES NOT have MH over-arching episode
i. OA will register and admit client by completing the MH Registration Bundle and MH Admission Bundle by referencing referral paperwork. 
ii. OA will highlight client name in ‘Recent Clients’ and select ‘MH Registration Bundle’ in the Search Forms menu:
1. ‘Admission (Outpatient)’ form will appear. Complete all required fields and ‘Submit’
2. ‘CSI’ form will appear. Complete all required fields and ‘Submit’
3. ‘Program Assignment’ form will appear. Complete all required fields and ‘Submit’
4. ‘Emergency Contact Information’ form will appear. Complete all required fields and ‘Submit’
iii. OA will highlight client name in ‘Recent Clients’ and select ‘MH Admission Bundle’ in the Search Forms menu:
1. ‘CSI’ form will appear. Complete all required fields and ‘Submit’ (if there are no changes, exit form)
2. ‘Diagnosis’ form will appear. Complete all required fields and ‘Submit’
3. ‘Sexual Orientation and Gender Identity’ form will appear. Complete all required fields and ‘Submit’

f. Client DOES have MH over-arching episode
i. OA will complete the required fields in the following forms and ‘Submit’. OA will navigate to form by highlighting client and following Search Forms menu:
1. ‘Update Client Data’ 
2. ‘CSI’ form 
3. ‘Diagnosis’ form 
4. ‘Program Assignment’ form 

5) Clinic Supervisor/CTII will review all documentation submitted and sign off as needed

6) OA will completed closure section of ‘Program Assignment’ form when a consumer is no longer on Conservatorship
a. OA will highlight client name in ‘Recent Clients’ and select ‘Program Assignment’ in the Search Forms menu.
b. Select appropriate ‘Program Start Date’ (‘Program End Date’ should be blank) and click on ‘Edit’
[image: ]



c. [image: ]Complete ‘Program Closure Information’ section of form and ‘Submit’
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