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This tip sheet focuses on how to share client records and make client referrals using
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Client Consent and Referral
Consent

1.  Entry Steps: Client Profile, Intake. Additionally, if
your agency has a standard set of information that
is regularly shared with one or all agencies when
making a referral, an Agency Disclosure
Agreement(s) should be established prior to
initiating a client consent.

2.  Consents are required before sharing any
information about a client with anyone outside
the agency. In SMART, an independent
consent/disclosure must be established before
information can be shared.

3.  Generate the client’s Activity List. Click Consent
from the Menu Tree. Existing consents will be
listed in the Client Consent List.

4.  Review Existing Consents: There may be several
consents already on record. Click Review to
review any existing consents. Note: make sure
there is no active existing consent with the agency
you are about to initiate consent with. If a client
consent has been revoked, it will be noted in the
Status.

5. To initiate a client consent, click Add New Client
Consent Record hyperlink.

To create a consent with
another agency, sharing your
client records, click Add New
Client Consent Record.
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To access the Consent
module, click Consent from
the Activity List.



Client Consent and Referral - Consent
Complete the Entities with Disclosure
Agreements. If your agency has a pre-established— |
Agency Disclosure Agreement, it will automatically
appear here.

5. Disclosed To Agency: Select the agency you will share
information with (only one agency per consent is
allowed). If you choose a specific facility, only that
facility will see this client’s data. Therefore, you may
wish to leave the default “All Facilities.”

6. If you choose to document a disclosure to an agency
NOT using SMART, choose “No” for system agency.
Nothing will share electronically to that agency.

7. Enter the Purpose For Disclosure.

8. Consent Date: There are two consent dates. The first
is the earliest date of services to be consented. All
items in the disclosure selection with an event date on
or after this date will share. The date the client signed
the consent is the date the client signed, and will pre-
fill with the current date but this date may be changed.

0. The Has the client signed the
paper agreement form field must be No until the
client has signed the consent. Agencies can use their
own paper consent form. However, it is possible to
generate one from SMART. Clicking Yes is immediately
allowed in SMART if the client has already signed the
agency’s paper form.

10.  The Client Information Options elements govern
which SMART modules will share to the other agency.
They may be modified on a client by client basis using
the mover boxes to add information to be shared or
remove information from being shared. Note: an
expiration date must be associated with each body of
information selected in the consent.

1.  Once the Screen is completed click Save.

If your agency has a consent policy setup,
select the agency you would like to
consent information from in the field
Entities with Disclosure Agreements.
Note: if All Other Agencies is an option in
this drop down, select this, and then
identify the Agency in the Disclosed to
Agency field.

Client Disclosure Agreement

Note: Consented information may not be redisclosed.

Client ID: FO125801017WA
Disclosed From Agency: First BricWe (7 i
Entities g

3ining Agepcwy

Widdle Earth Tx Clinic (Training})

> -

System Agency Yes hd

Disclosed To Agency Middle Earth Tx Clinic (Training)

Disclosed To Entity
(Mon System Agency)

Purpose for discigure |Share information drug court
Earliest date of services to be consented|1/1/2013

Has the client signed the ‘35 * Date client signed consent |2M122013

paper agreement form
Congent Expires Upen Disclosure Selection

+ Facility All Facilities

Client Infermation Options
[ | oischargeup)  +Days] Client Information (Profile) (D5, +365)

ADAD
Admizsion — Client S5L341 Screening (DS, +385)
Behavioral Health Assessment |— Date Signed(D3)  +Days = || DENS ASILite (DS, +385)

—{| Drug Test Results (DS, +365)
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Consent : |— Other Event(OE) Pl— = Tap A i
Ex ssessment (D5, +365)
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Contact Notes Detail
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Continuing Care Check Up

Court Monitoring 8-505 Evaluation
Court Monitoring 8-507 Treatment  DeSfription
Court Monitering Current Criminal
Court Monitering Reguirements fo =

m| »

-

Comments| - Other Disclosures

Cancel @’

Only if there is a signed consent or the

client has signed the paper agreement,
click Yes to Has the Client Signed the
Paper Agreement Form.

To save your
consent and to
make a referral
using this
consent, click
Save.

A
Finish
N4

To exit the
Consent
module and not
make a referral,
click Finish.



Client Consent and Referral

13.

14.

15.

16.

17.

Consent (cont’d)

To generate a SMART consent form for the client to
sign, click Print Report. The consent will then appear in
a PDF format. If the user’s agency has its own consent
form which governs release of information, the
agency may not choose to print the SMART release.

Print the consent and obtain the Client and Witness
signatures. A hard copy of the consent may be placed
in the client’s file.

Once the client’s signature is obtained, return to the
Consent screen to change the Has the Client signed
the paper agreement form answer from No to Yes
then click Finish.

Note: By clicking Yes and saving the record, the
record becomes uneditable and this consent must be
revoked and a new consent must be established if any
changes must be made. At this point, information has
been disclosed to the other agency.

Revocation: A client may revoke a consent prior to its
expiration. To revoke a consent, click Revoke at the
bottom of the screen. The status of the consent will
change to Revoked on the Activity List.

Note: Revocation is not retro-active. Whatever
information that was already shared prior to
revocation will continue to be shared.

Create a Referral using this Consent: Click Create
Referral Using this Disclosure Agreement hyperlink or
go to the menu tree and click Referrals and then Add
New Client Referral Record hyperlink.
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To make a referral using this consent, click Create
Referral Using this Disclosure Agreement
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The client
can sign
the consent
form here.
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To generate a paper
copy of the consent for
the client to sign, click

Print Report.
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Client Disclosure Agreement
Note: Consented information may not be redisclosed
Client Name: Finch, Jeremy
Client ID: W1103555555FI
Disclosed From Agency: Middle Earth Tx Clinic (Training)
Entities with Disclosure
Agreements
Disclosed To Agency Z Peace World
Disclosed To Entity
(Non System Agency)
Furpose for disclosure Cacasf

Wonitoring
Judicial Cant Care Consent Date 12/1072009
Has the client signed the Yes

paper agreement form
Client Information Options.

Consent Expires Upon Disclosure Selection

Fee Determination

=

Print Report Print View

Create Referral Using this Disclosure Agreement I

Treatment B
DJS Tx Planning &
Outcomes b

When complete,

click Finish.

A——— ADAD - [7 +Days| Client Information (Profile) (UD, 1)
Lt Admission Els Drug Test Resuts (UD, +1)
Behavioral Heatth Assessment |~ | r Days| ECourt Case Management (UD, +1}

TxTeam Client Screening = ECourt Criminal Justice (UD, +1}
Screening b Client SSHEAI Screening [F Expl Intake Transaction (UD, +1)
) Continuing Care Check Up F

. Court Nonttoring 3-505 Evaluation
e ||| court Monitoring 8507 Treatment Bl
Program Enrol Court Monitoring Current Criminal  Description
ECourt Court Monitoring Requirements fo
Encounters b DENS AS| Assessment -
Notes W Comments »  Other Disclosures

N

If information was
shared incorrectly,
click Revoke.



Client Consent and Referral
Referrals

1.  The client disclosure agreement allows you to
create a referral for the client. Users will now see
that many of the fields on the referrals screen are
pre-populated.

2.  The easiest way to create a referral is to click the
hyperlink on the consent form to “Create referral

Kathlzen &
rth Tx Clinic (Training). Gandalf Lane
Jeremy | M1103555555FI | Case #: 1

Client Referral for Finch, Jeremy

H H H n r Referred By r Referred To
us'"g thls dISCIosure agreement' L;QE;'PSUI'\:CHPI"F = Agency Middle Earth Tx Clinic (Training) Signed Consents Z Peace World A
S Facility Gandalf Lane Agency Z Peaca World
Staff Member Snawely, Kathleen Facilty Hope Street -
3.  Referred By column: Select a Reason for the Program . S .
referral from the drop down box. Select Yes or No S oy R v
o pe - - — Reason Drug Court Referral - A Reporing
for Is Consent Verification Required? and Is oo ot o o oy oy
. o H >
Consent Verlfled?. Enter any comments you wish Intake 's Consent Verificalion Required? V&3 T | | Nen-System Modalty
. . Fee Determination |s Consent Verified? = || |Nen-System Spect
to share with the agency you are making the e | — —~——— <Apptnate| —_Dyemnes
referral to in the Comments box. T Team g Coneent

- . Consent Date:12/10/2009 -
Screening Comments \ isclosure Domains: If the

Assessme (s o ient Information (Profile) (UD, +1) .
Admissi | & D Test Results (UD, +1) Appomtment
1 1 rogram Enrol Ecqurt Criminal Justice (UD, +1 .
4.  Note: DPP A&P Traffic Unit, please enter the -\ < | efutcaemegemert (- Date is known,
refe rral SOU rce i n the CO m me nts Sectio n Encounters Referral Status Referral Created/Pending - ke Transaction (UD, +1} It can be
. Notes b

Cutcomes

Projected End Date
Treatment b : | / entered herg
DS Tx Planning b ate 11/22/2010 11:26 AM

5. Referred To column: Enter the Facility, the Staff,
the Program, and the Appointment Date (if
known). Review the Consents Granted to ensure T

this is the correct consent.

When the Referral screen is
complete, click Finish.

6. Click the Save or Finish button.
Enter the referral source in the

. . Comments section and other comments
7. Once yo'u have cI|c!<ed the Finish button.the (DPP ASP Traffic Unit are required to
referral is automatically sent, and you will be enter referral source here)

taken to the Client Referral Link screen.

8. Referrals coming into and leaving your agency can
be tracked by accessing Referrals from the Agency
section of the menu tree (Referrals In or Referrals
Out).




Client Consent and Referral
Accepting Referrals (Referrals In)

1. Accepting client referrals is considered an Agency
function. Click ‘Agency’ from the left menu tree.

2.  Toview referrals made to your agency, click
Referrals In. To begin, select the Referral Status
Codes and move them to the Search Criteria box
(using the arrow). Then click Go. This will generate
a list of clients referred in to your facility by status
code.

3.  Toview a referral, click Review next to the
appropriate client.

4. This will generate the Referral screen displaying
the referral information, including any comments
entered by the referring agency.

5.  To accept a referral, select Placed/Accepted for
Referral Status. Enter the Appointment Date and
status (if known). Or you may select another
Referral Status.

6. Note: If the client already exists in your agency,
select Rejected by Program. This removes the
referral from the Referrals Created/Pending list,
and you will still be able to view the consented
information by the referring agency.

7.  To view the information the referring agency
agreed to share with you, use the scroll bar to
view consented information under ‘Consents
Granted’.

8.  Click Finish. This will take you immediately to the
Client Profile screen. Once a case is accepted,
follow the procedures for entering client data in
your agency.

Wait List
Facility List b

Staff List e
Tx Team Groups
Non-Staff Physicians b

Facility List

Staff List &

Tx Team Groups &
Non-Staff Physicians »
System Usage

Contract Managems .t

C
Group List

Drug Testing Check ., *
Client List b=

System Administration
My Settings

Reports.

Actions |Client ID
Review |M1222345544F1  Finch, Jeremy |12/22/1934 |10/14/2008

ng), Gandalf Lane
ny | M1103555555F1 | Case #: 1

Referrals for Gandalf Lane ggypor,
Referral Status Codes Search Criteria

Flaced/Accepted ~ Referral CreatediPending
Referred Terminateq

Refused Treatment

Rejected by Progra =

Select the Referral Status Codes you would like to
display and move it to the Search Criteria box,
then click Go.

Ciient 1d [ IS Created Date IS Referred Date [

First Name | Z2
o)

Last Name [

Client Name  DOB

Created Date | Referring AgencyiFacility

Referred To Modality Referral Status

Ref to Facility |Referral Comments

Z Peace Workd/Driver Street

1 Outpatient Treatment Referral CreatediPending Gandalf Lane

Kathleen
rth Tx Clinic (Training). Gandalf Lane
Finch, Jeremy | M1103555555FI | Case #: 1

r Referred By
Agency Z Peace World
Facilty Driver Street
Staff Member Snavely, Kathleen
Program

State Reporting
Category

Reason ADAA Placement
If Other
Iz Conzent Verification Reguired? Yes
Is Consent Verified? Yes

Continue This Episode of Car

Referral Status  Referral Created/Pending

Projected End Date

Created Date 10/14/2008 10:05 AM

Select a Referral Status. If you wish to accept
the referral, select Placed/Accepted. If the
client already exists in your agency, select
Rejected by Program, to avoid creating
duplicate clients.

Client Referral for Finch, Jeremy

r Referred To
Signed Consents Middle Earth Tx Clinic (Training}
Agency Middle Earth Tx Clinic (Training)
Facilty Gandalf Lane
Staff Member
Program Legolas Level | Dutpatient Adults

State Reporting "
Category Adult outpatient

Non-System Agency
Non-System Modalty

Non-System Specifier

Appt Date| Undetermined

Consents Granted
nsent Date:10/14/2008
ure Domains.
AdnNgion (UD, +2)
DENS Rl Lite (UD, +2)
DENS AW Assessment (UD, +2)
Client Inf§rmation (Profile) (UD, +2)
Court Mghitoring 8-507 Treatmant Placement (UD, +2)

Types of
information
consented to your
agency can be

Click Finish
viewed here.

when done.



