MR General Note (Version 2)

Instructions for the new note are as follows:

· Start and write the note as in the past – no change has been made.

· Before closing the note, determine if the note is billable or not.

· If it is billable, select the radio button for “Yes”

· Then decide the appropriate contact type involved in this note and select the correct answer.

· Remember a selection of contact type must be made or all notes without selections will register as a telephone contact, the default answer.
· Also remember to answer the guardianship question if this note relates to a public guardian decision you made or an action you took as public guardian representative.
· After answering these questions, close the note.  Again make sure an end date is entered that matches the start date of the note.
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A contact is any exchange of information, in regard to a consumer. Contact may be anything from phone calls to/from providers to home or program visits. Representative payee responsibilities are not a billable service. Documentation of activity must be evident in the consumers' files in order to be considered a contact.

Definitions:

· Telephone Contact with Client – Contact directly with client via telephone call either from or to the client.

· Office Visit (Face-to-Face) – Contact directly with client as a result of client coming to the office for scheduled or unscheduled appointment.

· Program Visit (Face-to-Face) - Contact directly with client as a result of ISC going to the program to visit with or observe the client in the program setting.

· Home Visit (Face-to-Face) - Contact directly with client as a result of ISC going to the client’s home to visit with or observe the client in the home setting.

· Employment Visit (Face-to-Face) - Contact directly with client as a result of ISC going to the client’s worksite to visit with or observe the client at work.

· Collateral Contact with Family – Direct contact with client’s family or guardian either face-to-face or via telephone call. 

· Collateral Contact with Provider - Direct contact with client’s provider either face-to-face or via telephone call. This is used for visits to programs and homes when clients are present or involved in the meeting with the provider.

· Collateral Contact with Medical/Dental Provider - Direct contact with client’s Physician or Dentist either face-to-face or via telephone call.

· Collateral Contact with Crisis Service - Direct contact with a crisis service either face-to-face or via telephone call who is responding or has responded to an emergency involving the client.  This includes behavioral and/or medical emergencies.

· Collateral Contact with Other - Direct contact with other individuals or organizations through either face-to-face contact or via telephone call.  Others would include landlords, neighbors, friends, co-workers, etc.

· Coordination Contact - Direct contact with client’s plan facilitator either face-to-face or via telephone call for the purpose of arranging the plan meeting, or conducting other follow up regarding the development and implementation of the client’s plan.

· Law Enforcement Contact - Direct contact with a law enforcement office (Local, State or Federal) regarding legal concerns involving the client.

· Crisis Contact - Direct contact with client either face-to-face or via telephone call for the purpose of crisis prevention or intervention.  This may be result of medical emergencies or behavioral crisis.

· In-Office Mtg./Discussion – Contact with regional supervisor or other members of the regional management team to discuss or plan for the client and there is a need to document the discussion and/or decision from the discussion.

· Documents Communication Received/Sent – This type of contact documents receipt of significant reports, letters and other critical documents.  It can also be used to document the sending of such documents to others.
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