Process for Active CMH Clients who need Respite Services

Purpose: Respite services are for all children with a SED diagnosis, regardless of CMH program status. These services are intended to support
families with SED children through preventing the need for hospitalization or higher level of care.

Clinicians will:
e Create the Respite Program Enrollment

e Create Non-Billable Encounter Note and document the child's SED status and justification for services.

e Create the Voucher and give the family the Voucher and Introduction Letter for IFF.

e Close Respite Program Enrollment when services are no longer needed.

Locate Client in the Client list

1. Getting here: Login, select the Facility,
select Client List on the Navigation Pane
(left menu) to generate the Client Search
Screen. Search for an existing record by
entering the first 3 letters of the last name
followed by an *. If the client already exists
in WITS, proceed to step 5.

2. Hover over the 4 and click Activity List.
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Create the Respite Program Enroliment —— m
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5. Select Respite Care as the Program Name.
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9. Complete all yellow fields.

Click on the °

Enter a note in the Unsigned Notes box
documenting the child's SED status and
justification for services

10. Click Sign Note.

NOTE: Selecting Sign Note will move the
Unsigned Note to the Signed Notes box
and will include the electronic signature of
the person, and the date and time the
note was signed. The Note is no longer
editable.
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11. In administrative actions box click Release

to Billing.
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Create Voucher for Respite Services

12. Click Treatment and Client Voucher on the
Navigation Pane

13. Click Add New on the right side of the blue
bar.
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14. Complete all yellow fields on the Voucher

Profile.

15. Click Save and Finish.

NOTE: The Voucher must be approved by a
staff person with the Voucher Sign-Off
permission. The staff person who created the
Voucher cannot Sign the Voucher.

16. Provide the family with the Voucher and

Introduction Letter for IFF.
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Closing the Program Enrollment when the
client no longer needs Respite Services.

17. At the completion of Respite Care Services,
on the Client Activity List, hover over the

4

column for the Program Enrollment .

and click Review under the actions

18. Enter the End Date, select the Termination

Reason, and enter Notes as clinically
appropriate.

19. Click Finish.
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