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Section 1. Set Up Who Can Add Clients to Your Program Waitlist

‘ @ Where: Agency - Facility - Program

1. The Waitlist works by program. This means that you may place a client on the waitlist for a
program, which is housed in a facility, in an agency. You may also place a client on the waitlist
for all programs in the state with the same modality.

2. There are two roles that you grant to users which gives them access to the State Waitlist. The
roles are either full access or read only, depending on the user.

3. Within each Program (per Agency, per Facility), you can indicate whether the program is
available for the cross-agency waitlist (any person in any agency can place a client on the waitlist
for that program), local only (only users within your agency can place clients on the waitlist for
that program) or none (there is no waitlist tracking for the program at all). This will determine

4. Each program’s capacity is important in relationship to the waitlist, as this will determine the
number of available beds. Also, if you indicate that the program is gender specific or age
specific, it will limit the types of clients that can be place on the waitlist (e.g., if a program is
limited to females on the set up screen, no one may place a male client on the list).

Program Setup

Agency Name Training Agency A
Facility Name Training Facility A
Program Name Methadone
Display Name Methadone
Modality| Ambulatory- Non-Intensive Outpatient
Modality Specifier| Ambulatory- Non-Intensive Outpatient
Current Enrolled 8
Program Type Substance Abuse Treatment
Level of care|N/A
County
Report fo State| Yes
Report to TEDS Yes

Age Group | Gender Specific

‘Waitlist Ayailability Type|Cross-agency

Program Start Date 2/26/2015 8 End Daie ]
G
Capacity List Add New Capacity
Actions Capacity Type Capaci Start Date End Date
’Q Slots 10 2/26/2015
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5. You may set up information about your facility in the Facility — Special Services screen. This
information will be displayed when a user wants more information on your facility from the
Program Waitlist screen.

Special Services

Agency Name Training Agency A
Facility Name Training Facility A

Special Population Services Special Populations Served
Assistance for lliiterate Clients Family Services
Food Services - Kosher,Vegetarian,Special Diets o]
Interpreter Services V]
Manage Actively Psychotic Clients
General Information Add New Information ltem
Actions  Service Information Details
,a Does the Facility Help Clients Obtain Medicaid Card? A counselor will help you apply for MaineCare and talk to you about all your benefits.
f Does the Facility Provide Culturally Specific Services? This facility has staff who speak British English and love old romance novels

6. A WITS Administrator, has the ability to control the priority score of clients on the waitlist. You
can assign a weight score to each category (pregnant, IV drug user, etc.) so that the total score
for the client is calculated and visible to agencies when they determine whether to accept the
client. You may also add additional values that may be weighted.

wirs Maine-WITS Training

User: O'Brien, Kate | Location: Adminisirative Agency, Administrative Unit #

Home Page Select a code fable to edit

|Wait Priority g Go

» State Waitlist
r Agency
» Group List
Clinical Dashboard

r Client List

* System Administration
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User: (MBrien. Kabe

| Location: Adminisirative Agency, Administrative Uit #*
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Section 2. Using the Waitlist

@ Where: State Waitlist

1. State Waitlist will be visible on the WITS menu to those users with one of the Cross-Agency

Waitlist roles. Users may search the entire waitlist, or narrow the search based on Modality,
Age Group, Agency, Geographic Area (if used), etc. Once they find a waitlist that they wish to
place the client on, they will click “Review List” If they would like to see more information about

the facility, they may click on “Facility Details”.

Iﬂ Maine-WITS Training

Home Page
= State Waitlist
My Programs
My Clients
+ Agency
* Group List
Clinical Dashboard
+ Client List

* System Administration

» My Settings

Reports

Support Ticket

User Corvad, Jennfer: | Location: Training Agency A, Tranning Facility A &

& Snapshol

State Waltlist Search

Modaity

Facilty GeoCode

Agency Mame

Age Groug

Program Name
Beds/Siots Available
Facility Narme:
Gender Speciiic

State Waitlist List

Med Mgl lest Agency/Richmond

4
@ Maine Training Agency/Facsy 4
&

- Fachiity City. Fregram  Modality

Intershve Cutpatient Amlalon-intesive-Oulpaent
Trisatment

of fewer)

The Best Detox Detosdfication, 24 Hour Senics, Frea-Standing

Resigsntial

Psychotropic hed Magmi  Ambalistory- Non-intensive Oulpatient

100 4
16

a 1
50 0

MonENone

NonaMNone

NoneNone

The agency user may view non-identifiable information about clients on each specific program
waitlist. This can help to determine if the client should be placed on the waitlist. For instance, if
there are three pregnant females waiting for a program, who have been waiting for several days
for 2 available beds, you might not want to put a male client on this program’s waitlist.

' Maine-WITS Training

User. OBrien. Kate | Localion: Adinistrative Agency, Administretive Ul o

My
» Agency
b Group List

Al Dazhboard

Suppan Ticket

Chent Waitlist

Sty Pancing

Waitlial 1D Plasesd by Ageocy

.h'-’* Trasang Agency A
L Trainireg Agency A
[ Trawang Agancy &
62 Traieieg &pency &

Agorcy Maka Traming Agency Faceey Facsiny 1
Program Name Infensive Oulpabent Treatm Modatty Arrdribsiory-infers ve-Ouipaterit
Avadale Sots 100 AgeTaende: Honamises

Geivte e fioum

.“* IIJ! 1 in Last & Montha
Wrake » i Last & Months
e - =

e ° Hever
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3. If the Program is within your agency, you can Accept or Reject the client from this screen. You
may also place a client that is in your agency on the waitlist by clicking “Add Client to Waitlist.”
The client may have an intake, but does not need to have one. You must only enter enough
information to “SAVE” the client profile.

4. To add a client to a waitlist, the user searches for the client (by name), enters the priority
criteria (pregnant, IV drug user, etc). Note that if the client is accepted, the pregnant
information will populate the intake screen. A final field to be aware of is the “Add client to all
waitlists for this modality?” If you select yes, the client will be placed on all waitlists for all
programs of that modality (which accept outside clients). Once the client is accepted into a
program and you refer them, the other waitlist records will be closed automatically.

Adding a Client to the Waitlist

Maine-WITS Training

User. OBvier. Kale | Location Adriristrutive Agency, Administratiee Unit o * Soapshot

Bgency Make Training Agancy Facity Facaty 1
oo Hame irfensive Dutpabent Trestm Modakty Ambulatony-intemsave-Outpabenl
Avadable Hots 00 Apiendar Nont/None

Stats| Panding

- @
ashboard
Ackmaniciration i I ¥ 5 7 TR it
Aevoms W Paacea b Ay Gonom ™ DvmDate o =y Faiorme s
Facs Traineg Agsncy A Mas 1 10 Last § Mo 62 ] Pangng

User: O'Brien, Kate |  Location: Administrative Agency, Administrative Unit &

Home Page Client Waitlist Profile

~ State Waitlist

Agency Maine Training Agency Facility Facility 1 Age/Gender None/None
My Programs Program Name Infensive Outpatient Treatm Modality Ambulatory-Intensive-Outpatient
My Clienis Available Slots 100 Waitlist Status Pending
» Agency
Client Name Type here fo search... Q@ Unigue Client Number
» Group List DoB Last 4 0fSSN Gender
Clinical Dashboard
» Client List Expected Payment v
» System Administration Pregnant T Due Date
IV Drug User| v
» My Settings
Other Priority Options Selected Priority Options
Reports Active Duty Miltary
All Other

Support Ticket Returning Veteran

State Probation/Parole

BG Priority Add client to all waitlists for this modality? |No v

Rejection Reason
Signed Notes

Unsigned Notes
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Section 3. Accepting Clients

@ Where: State Waitlist

There are two important sub-screens: My Programs and My Clients.

1. “My Programs” — allows the user to manage and view waitlists for programs within their agency.
From this screen, you may view the number of clients waiting for a specific program. Clicking
“Review” allows you to view all client waitlist records for that program.

a.
b.
C.

You may contact the referring agency and refer to the client using the “Waitlist ID.”

You may ask that agency to send you consented information.

You may accept the client off the waitlist. This will not admit the client, but will send an
email to the originating agency to inform them that they will need to create a Consent and
Referral to your agency.

You may reject the client. Please note that if you reject a client, they cannot be referred to
your program again.

Maine-WITS Training

User, OTvien, Kate | Location: Admintrative Agency, Adminktrative Unit &

* Snopshol

Program Waitkst Search
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“My Programs” — allows you to manage and view clients you placed on any statewide program
waitlist. From this screen, you may:

a. Click “Review” to update the client’s waitlist record (i.e., if a woman becomes pregnant
while waiting, you will want to note that as it changes her priority on the waitlist and
provides valuable reporting information for block grant funding).

b. Click “Delete” to remove the client from the waitlist (i.e., the client no longer needs the
program, moves, etc.) If you placed the client on more than one program waitlist for the
modality, WITS will ask if you want to remove the client from all waitlists for this
modality.

3. A highlighted row indicates that the client has been accepted.

Client Waitlist Search

Client FN Client LN

Unigue Client Number

Agency . Modality ;
Program Name Status Pending = Days Waiting
Age Gender . Pregnant .
HIv v IV Drug Use Waitlist ID

Finish

Client Waitlist List

Waitlist A = Days e IV Drug
D Client Name Agency/Facility Program Name Waiting | EHOAtY |, cor Due Date Age Gender Status

629 789654, TDS Substance Abuse and Mental Health IOP TEST 54 0 In Last 6 38 Male Pending
Services/SAMHS Test Months

Review Delete Training Agency BiTraining Facility B Intensive Qutpatient 54 0 InLast6 38 Male | Pending
Treatment Months

’ 631 769654, TDS Training Agency A/Training Facility A Intensive Qutpatient #1 54 0 In Last 6 38  Male Pending
Months

3 6832 789654 TDS IMaine Training Agencv/Facilitv 1 ntensive Qutpatient 24 0 Inlaste 38 Male Pending

4. To refer an accepted client to the program,
a. Locate the client in your client list.
b. If the client does not have an intake, create one. Otherwise, use an open intake.
c. Create a consent. WITS will ask if the consent is linked to a waitlist record. If you
say yes, WITS will let you choose from a defined list of agencies.
d. Create a referral. WITS will automatically populate the agency, facility and
program on your referral.
5. The accepting agency will accept the referral and process the client through the intake
and admission process in their agency.
6. A waitlist record is deleted once the client has been referred to the agency. Any
associated waitlist records for other programs of the same modality are also deleted.

WITS uses the program’s set number of beds or slots, and automatically subtracts the number of
clients enrolled in the program to determine the number of available slots or beds.

WITS keeps track of the number of clients on the waitlist as they are added or deleted.
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