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August 30, 2011

Dear 
As you know, DHS has been in the process of implementing an electronic case management system for staff.  We began with a Structured Progress Note and then introduced an electronic version of the Safety Assessment.  Over the last several months we have been working on a “Universal Referral” form.  There was a Provider work group that met several times to review and provide input regarding the information this form would capture.  By “Universal Referral” we mean that certain information sets will be included in all referrals, the final information set on the form is for information particular to the service request for example:  IHPS, FSS, or Placement.
We are anticipating that we will “go live” by the second week in October.  We plan to stagger the roll out at the Department so the Staff Development can concentrate its training efforts to the sections and units that are scheduled to begin using the form during designated weeks.  This roll out will take about 2 months.  This means that some referrals will come to you as they currently look, depending on the service you are providing, and some will come on the new form.
The “Universal Referral” will be made into a PDF and emailed directly to you.  This means that you will need to designate staff to receive and process these emails.  It would be optimal if you set up an agency referral email account to which several staff have access.  

	What you can expect regarding the Universal Referral Form
The new form has significantly more information than its predecessor.  The demographics are automatically downloaded from FACTS and there is a relationship table which shows how each party is related to each other party in the case.  Providers found this particularly helpful.  The system takes the safety treats from the Safety Assessment created in ECMS and inputs them into the referral form along with the parent and caregiver capacities that are diminished or absent.  Additionally, also downloaded from FACTS, there will be a complete listing of every in-home, day treatment, or placement service the particular family has ever had through the Department and the time frames during which the service was provided.  Finally, there is a listing of any indicated CPS reports by date and type of injury and any GPS reports and what finding were present.

The “information sets” of the form and where the information is derived are:

· Family Demographics (downloaded). 

· Party Relationships (downloaded).

· Factors Affecting Current Service Need:
· Safety Threats (downloaded).

· Parent and Caregiver diminished capacities (downloaded).
· Parent Caregiver Factors (table entry). 

· Child and Youth Factors (table entry).

· Current Investigation findings, if applicable (downloaded).
· Extent of and circumstances surrounding the maltreatment if applicable (downloaded).

· Child Functioning (downloaded).

· Parent and Caregiver Functioning (downloaded).

· Parenting Practices (downloaded).

· Discipline Practices (downloaded).

· Cultural Considerations (table entry).

· Current Services and Prior DHS In Home and Placement Service History (downloaded).
· Court Information:
· Court Hearing Dates and Courtrooms (downloaded).

· Child Advocate (downloaded).

· Dependency Status (table entry).
· Probation Officer name, if applicable (downloaded).

· Physical and Behavioral Health Information:
· Medical Diagnoses including whether medication is used or a specialist seen (table entry).

· Special Needs and Equipment (table entry).

· Behavioral Health Issues including whether it is a current or past issue and whether there is treatment. CBH will input any services received by children and youth and the provider.

· Substance Abuse including type and whether there is active use, treatment, or recovery.  CBH will input any services received by children and youth and the provider.

· School Information (including school address and zip code).
· Important Dates, Specific Court Orders, Family Strengths and Supports, and Other relevant issues.

The information on this form, particularly because it extracts information without Worker input, will be much more substantial.  As such, documents that currently accompany the current referral will no longer be included.  You will receive the referral alone.   
A prototype of the form and the accompanying tables will be placed on the Provider Extranet so that your staff can familiarize themselves with it if you so desire.  The form will not look exactly as you see in the prototype.




As with any new endeavor, especially one of this magnitude, there will be bumps in the road.  We are committed to reviewing the form and new process after the first six months of use.  
Someone from the Central Referral Unit will be contacting your referral staff for information about the email account and address your agency will be using to receive referrals. 

As always, we are grateful for your commitment to working for the welfare of the children, youth, and families of Philadelphia.
Sincerely,
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Aubrey Powers,

Director of Provider Relations and Evaluation of Programs
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Paul Bottalla,

Director of Policy and Planning

cc:
Anne Marie Ambrose, Commissioner

Joseph Kuna, Director of Behavioral Health and Wellness
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If you have a question, complaint, concern, or suggestion about DHS and its operations 

call the Commissioner’s Action Response Office at 215-683-4DHS (4347)
or visit our website:  dhs.phila.gov and click on the “suggestions” link.
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