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The Rhode Island Family Information System (RIFIShe data collection system for
the Family and Community System of Care (FCSC) imtgadf the Rhode Island
Department of Children, Youth and Families (DCYF). Tda and partner agencies
within the Family Care Community Partnerships (FCCRHBuse RIFIS to track the
child, family and service information associated withpar@und service planning and
delivery.

RIFIS utilizes the Harmony Integrated Case Managemédutiica, a web-based
application providing tools for case management, servioedatation and reporting that
has been configured to automate the requirements and instsutieéned by the Data
Analytic Center (DAC). RIFIS data will be used to moniand evaluate care
coordination performance and child welfare outcomes.

The wraparound service model implemented in RIFIS buitda core workflow
involving the following steps:

Referral and Screening

Intake

Assessment

Service Planning

Service Delivery

Transition
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Your Role determines your access to both tools — chapaéss,and pages — and
information — child/youth records — within RIFIS. If yoave access to more than one
Role, you can “Change Role” to access different option

RIFIS contains three basic types of Roles for agency users:

The Intake Worker role allows searching and adding child/ymgdbrds across FCCP
region to facilitate the referral process, but withactess to the full case

The FSCC role provides access to the full case for emilglouth referred to the
user’s agency.

The Supervisor role allows greater access to cases whiniassigned FCCP
region(s).

FSCC and Supervisor Roles are distinct for each FCCP region.
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The Children Chapter contains information on children/flyaurtd recipients of services.
Children/Youth demographics are the starting point of casmgeament/care
coordination. RIFIS uses a child-centered case managamperdach. Each case is built
around a target child. The core components of a casgl@c

Demographics

FCCP Open/Close

Agency Intake

Within a target child’s case, family information isdkad in several places:
Demographics: Family Name and Family ID
Family Relations: Family Members
Assessments & Forms: Additional Family Information
Plans: Family Service Plan
Activities: Services Delivered to Family Members

Johnny Rocket

RIFIS IO Gm232 Family ID S09DB0FGT
Status Active PER ID
Last Name Rocket DOEB 8/16/1997
First Name Johnny 55N 999-038-1697
Daemeographics FCCr Open/Clasc Agency Intalee
Famlly Relations Matural Supports/ Case Relatlons
Assessments B Forms Ciagnosis
Flans Activities FProgress Notes Notes
Demographics
Gender Male Age 14.1
Race Other Family Mame Rocket, Jane
Agency 1D PS777 Brimary Language English
Contact Information
Street 7 wipple Ln State RI
Straat 7 Fip Cnde
City lamd L Ehope Numb

In the Children Chapter, the header bar displays theerad the currently selected
child/youth. The data for the child/youth is broken ot itne following tabs:

Demographics -Contains basic identifying and demographic data on a target
child/youth including name, date of birth, ID numbers andannformation.
The Demographics record is the primary record represggtiterchild/youth in
RIFIS.
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FCCP Open/Close -Associates the child/youth to an FCCP region.

Agency Intake —Associates a child/youth with an agency, designatingasdi
worker(s) and practice model(s).

Family Relations— Identifies family members related to the target childilyo

Natural Supports/Case Relations- Identifies other people associated with the
child/youth, such as Parent Support Partners, social w&r&ed court appointed
advocates.

Assessments and Forms €ontains additional assessment tools and FCCP data
collection forms, including the Intake Form (1-A, 1-B, L-tbe Risk

Management Plan, the Strengths/Need/Cultural Discotteey] eam Meeting and
the NCFAS, Ohio, Ages and Stages, CGAS.

Diagnosis —Identifies applicable diagnoses across the DSM Axes.

Plans —Documents the Family Service Plan for the child/yoathily, including
Needs/Goals, Strengths, Objectives, Action Steps, amh&daServices.

Activities — Tracks services delivered to the child/youth and family bers)
both within and outside the FCCP.

Progress Notes- Tracks narrative progress note entries for case tgctivi

Notes— Tracks narrative general case note entries forazsaty such as
contacts with the referral source, family or natstglports.

Menu Bar

Throughout the Children Chapter, a standard menu bar apddaestop of each tab with
the following options:

File

The “File” menu item from the “Demographics” page allavgers to “Add New
Demographic Search”, add a new record for the currenbta®rint” the current screen.
Ticklers

The “Ticklers” menu item allows users to view and edklérs that pertain to the
currently displayed child/youth.

Ticklers are reminders to workers that an action ise performed when an event occurs.
The action to be performed could be a form to fill @uscreen to complete, a meeting to
hold, complete an assessment or a risk management gan, e

Ticklers could be reminders for recurrent actions ofotime events.

%
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In addition, ticklers serve as the basis of the “Kflowv Wizard” function. When users
decline to complete a tickler item requested by a Workildwzard, they will receive a
tickler prompting them to do so automaticalljicklers are established by the Systems
Administrator and can be added or revised at any time

The Providers Chapter contains records for each lead aimeéipagency serving
children/youth/families in RIFIS. The Provider Chaptetudes tabs for the primary
Provider record and contact information, the agency’skéfst and the available
services coordinated and/or offered by a provider.

When first accessed, the “Providers” chapter displaeaach page allowing users to
access a target provider’s record from running a searoh ssime of the criteria they
gathered about the provider.

After returning a list of potential providers which reconastich the criteria entered, users
may choose from the list the provider they target. eCmprovider’s record is accessed, a
page similar to the following appears:

File  Edit

L J
harmony. -

Child and Family Services of Newport

Broviders FCCPs Workers Service Codes List Agency Intakes List

Basic Information

Provider Name

Short Name
Provider Number
Active

External
Contact Information
Contact Name
Street

Street 2

City

State

Zip Code

Mailing Address
Parent Company

Attach Parent Company
Address

Mailing Address Same ==
Contsct Address

Mailing Hame

Mailing Contact Name

= J b

Child and Family
Services of Newport

12-01
Yes
Mo

21 John Clarke Road
Middletown

RI
02842

Child and Family
Services of Newport
No

Yas

Child and Family

Provider Type
Monitor - DCYF
Monitor - PER
Monitor - CPS
Comment

Phone
Extansion
Fax
Email

Website

Mziling Street 2

Mailing City

Mziling State

Mziling Zip Code

Mziling Phone

Lead

Veloz-Rocheleau, Evelyn
Pace, Frank

DeOrsey-Smith, Karen

www.childand familyri.com

Middletown

RI

023842

il 'Sf'?%\?i::)e " \""‘\ """-m..,_'«..’“ PRANPEPRET SRS
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The upper portion of the page always appears while users are acopse various
tabs of the “Providers” chapter.
In the Providers Chapter, the data for the provider ikésr@ut into the following tabs:

Providers - Contains the demographic data on service providers and programs
FCCPs —Contains all existing FCCP (fund) codes for the pravide
Workers — Contains information about employees of the provider.

Service Codes ListContains all services that are coordinated or delivereal by
provider.

Agency Intakes List - Contains all existing children/youth with an Agency kata
record for a current provider.

Menu Bar

Throughout the “Providers” chapter, a standard menu bar apaietire top of each page
providing the following items: File and Edit.

File

The “File” menu item allows users to “Add Providers.

Edit

The “Edit” menu item provides users with the possibtityedit information contained in
the “Provider” tab.

The Reports Chapter contains child specific and aggregaigseeross cases, including
sandard, custom and ad hoc reports. There are two chitt/gpecific reports that
available via the Children Chapter: The Intake Reportramiily Service Plan Report.

Plea
/2 CFP Conl

fig - Windows Intern:

se refer to tHReports section in this document for more information.
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Allows searching and adding child/youth records across FE@B to facilitate the
referral process, but without access to the full case

C
Change Role '

RIFIS Intake Worker |:| h Or m Dﬂ% k

Welcome, Sheila Chase

Quick Search
| Participating

Children 54

Last Name ] Select "Intake Worker" Role
Advanced Search and Click "Go"
| Children |

| Sign Out | J
il W"“'x'“‘_* *O""'-'x _J““““W‘Hﬂ_-

RIFIS stores information on children/youth and recigeoftservices in the Children
Chapter. When the Children Chapter is first accessedgdarnirser’s login session, the
Advanced Search page displays, allowing users to searah fexisting target
child/youth’s record.

L 2
Change Role ) ;
RIFIS Intake Worker I:_] -h- ..q,,,[. r-n- Cr}-nyv
Waelcome, Sheila Chase
Quick Search Filtar [
7 Bl __ : : - o
l BartKipating E Last Name r__J Begins With !____]. AND L.,__!
% l__‘i n == ok . =y
Children &4 [#][ Show Children ::i Equal To 8dl | Cnly Participating :_J AND D :
Last Name E | =
Advanced Search C||Ck. an 1 -
Y Advanced Search J
| e ) D L = ST I ¢
g 57231 Erevster Punky 05/03/2002 -
57232 day moon 0i/01/15399 -
57223 Lennon John 01/01/1999 -
57235 Doe John 03/01/1998 - 3
57238 Brown Lucy 04/01/2009 - 4
57240 Joseph 0z/22/2009 -
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IF Advanced Search returns a record in the list viewisha match, select
existing child/youth from the list view. Child/Youth demographiew will
display as shown below.

As shown below, the Intake Worker Role will only giveesxto the
Demographics and FCCP Open/Close tabs.

Changs Rola .
|7| RIFIS Intake Worker ] | h ALma.nM.

Quick Search
|| W carticipating
RIFIS ID 57222 Family ID 22 :
ICh\IdrEn vl m
- Status Active PEP ID
|Last Name j' Last Name Lennon DOB 1/1/1999
Advanced Search First Name John SSN 999-99-9999 -
Demographics FCCP Open/Close Page Tabs (
|I | Demographics |
| Sign Out | Date of Birth 1/1/1999 Age 11.3
Gender Male RIFIS ID 57233 ‘
Race Caucasian/White Brimary Langusags English %

Contact Information

Street 22 Strawberry Field Dr. State RI
Street 2 Zip Code 02840
City Newport Home Phone Number (401) 555-1212

\».‘-.n."\.-.‘._,"‘x P i il "“mulv"‘“’"“n#_,‘- . -\,_‘__r\m"'\\,“'- ——

IF Advanced Search does not find a match with the child/yohtinformation you
entered:

1. Select “Add New Demographic Search” from the “File” mémdlisplay a “New
Child/Youth Search” page.

(

harmony.

Welcome, Sheila Chase

Filter
|:||Last Name #| Equal To Sonite AMD :
|:||Fir5t Name #| Begins With Sam OR .
[+|[ooe +[ Equal To 7/7/2007 ]| oR }

FundCode

| Search || Reset || Add MHewr |

S J,\__ . ___*Wh-"*w—q____\ o “_"‘-J‘\‘"""m\-t..

2. Enter Last Name, First Name, and DOB in the availéiélds.
3. Click on the “Search” button to run the search accorthiripe criteria entered.

4. Click on the “Add New” -- button if no match is found —apen the
“Demographics” page.
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5. ldentify an FCCHplease be sure to select the correct region (EB, N#B, or
UC) it is easy to accidentally click on and save therirect one. If, this happens
contact the RIFIS System Administrator before adding other information to
record.

6. Enter all required’( marked with red asteriyland ID information in the fields
provided and select “Save” from the “File” menu.

Welcome, Sheila Chase

Basic Demographics

Confidential r
Initial FCCP * I 'I
Last Name * |Cha|:|in

et #* -
First Name |Char||e

Middle Name I

Suffix m

Alizs I

Family Name I

¢
¢
-
¢
r

Age I

Gender * I ,I

Target Child r

SSH * I

L ‘-"'-u.q__\_#l-u. .‘\J‘wwxwm’-’“\ P J‘“‘"'-*w-u..l'\-\f‘

1. Select “Edit Demographics” from the “Edit” menu barauohild/youth’s record
and the “Edit Demographics” page appears.

2. Perform any necessary changes and select “Save” ffile” menu.
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Saving and Closing the NEW child/youth Demographics page widazb/you to
the FCCP Open/Close page automatically.

File  Word Merge B
-»

harmony.

FCCP Open/Close | FCCP
#
FCCP B

Contact Notes

T

Track Disposition Disposition * Pending
Disposition Date Af30/f
“/=ni=es Disposition = Pending
will automatically default
Referrzl Time * See Glossary for
FCCP Open/Close
disposition definitions

[ W

Feferrzl Date * 4/30/2010

|

Cpen Date 4/30/2010
COpen Time

First Contact Date

ENE

First Face-to-Face Contact
Date
First Face-to-Face Contact
Time

. _— * .
Primary Worker Chase, Sheila ! Deat=zils
Secondary Workeer !-

Y Clear
Data Entry Date 4/30/2010

Raferral Sourca

- m”h-'"‘.- r" ¥_Er Sar‘-:_f b ‘,.‘_,*.'\ ,."““.\_ \_.h,'ﬁ_\_ﬁ\ A’,'.‘\\ -s—.n-l--\_,‘\'\_ _"._1_“:;__

1. Enter at least all required information. The datesudeta the current date; that
and the “Primary Worker” can be overwritten.

2. Select “Save” from the “File” menu.

! # n

1. Click on the target summary record from the “FCCP Oplaige” tab list view to
display the “Edit FCCP Open/Close” page.
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# % %& % '
The FSCC role provides access to the full case for emilgouth referred to the user’s
agency.

Harmony v7.3.2.2 File

Change Role

FSCC EB ] Select "FSCC" Role and

W Click "Go"

| My RIFIS |

[children
E Agency Intake

| Participating 11 Open

Children |:| z Fending

El Ticklers
Last Mame D 20 Ticklers

Quick Search

nced Se

ren El FCCP OpentClose
5 Pending

| Children |

| Reports | r
| Sign Dut |
it P o N W N NSy

RIFIS stores information on children/youth and recigeoftservices in the Children
Chapter. When the Children Chapter is first accessedgdarnirser’s login session, the
Advanced Search page displays, allowing users to searah fexisting target
child/youth’s record within assigned FCCP region (i.e, B3, NRI, UC).

‘
Change Role
FSCC ES = hOr m.a.n.. Advanced Sear{
Welcome, Sheila Chase 4/30/2010 10:51 AF
| My RIFIS |
Filter
Quick Search [®[ st name [ 2gins with [~] ano B3 J
| [# particinating E Show Children 5| Equal To 2| only Participating 2| | AND B3
Children 53 RIFIS MNo. J
Last Name [+~] Reset (
Advanced Search
[ chil M| mrsne.  fiastwame  Festwame  ooe | | )
— - | 57231 Brevster Bunky 05/03/2002 - v
| Reports 57233 Lennan John 01/01/1593 (

Ch

| | | ———— f
WP il T g gl wﬂ*-*avw‘-\--wil-d\«l*‘“‘xd"“ %} R S Y
After returning a list of potential children/youth whoseards match the criteria entered,
a user may select a record by clicking on a specificefraw from the list.
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The Children Chapter and its tabs are then activatetasn below:

Harmony v7.4.0.1 File  Edit Ticklers
Change Role h armon y
s OCiAL BERVICES
FSCC EB [+]
K Johnny Rocket
| My RIFIS |
RIFIS ID 602322 Family ID 992030767 2
Status Active PEP ID
Quick Search Last Name Rocket DoB 8/16/1997
| Dparti:ipating First Name Johnny SSN 990-03-1697
Children [
Last Mame |:| Cemographics FCCF Cpen/Close Agency Intake {
fevEness sesrn Fzmily Relations MNatural Supports/Case Relations 2
Assessments & Forms Diagnosis F'age Tabs
I | Flans Activities Progress Motes Notes
[ Reports |
1 Demographics
| Sign Out | Gender Male Age 14.1
Race Other Family Name Rocket, Jane
Agency ID PS777 Primary Language English
Contact Infarmation
Strest 7 Wipple Ln State RI
Street 2 Zip Code 02307
City Block Island Home Phone Number

-l N sl nalP P

IMPORTANT NOTE

NOTE: Before adding a new child/youth to RIFIS, Worketstalways perform a
global search using the INTAKE WORKER role to checlhé person already exists in
the system. This prevents duplication of records in Regplication. The search will
check all people including those that are designhated dsevgoor relations.

1$ (# $ %&

Welcome, Sheila Chase

- Filter

IE“Last Mame *lEquaI To ;“Chaplin I.-E‘ND ~|:

IE“First Name *I Eegins With =1 |Char|ie IGR_

[x#][ooe +|Equal To =1 [eris/2008  [F] oR |
|FundCcde ;”ﬂ' ’

[ search || Reset || Add mew

1. Select “Add New Demographic Search” from the “File” ménmdlisplay a “New
Child/Youth Search” page.

2. Enter Last Name, First Name, and DOB in the availéélds (all REQUIRED
fields).

3. Click on the “Search” button to run the search accorttiripe criteria entered.

4. Click on the “Add New” -- button if no match is found —apen the
“Demographics” page.

%
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$ %&

Continue with steps below if record not found:

5. Identify an FCCP.

6. Enter all required’( marked with red asteriyland ID information in the fields
provided and select “Save” from the “File” menu.

Welcome, Sheila Chase

Basic Demographics

Confidential -
Initial FCCR * I 'I
Last Name #* Ichaplin
First Name * Icharlie
Middle Name |

Suffix I ,I

Alias I

Family Name I

pos * [Eierzo0s A
Age I

Gendear * Iﬁ
Target Child -

SSMN * I

Hkmw‘\#w«wm’“\ H“"‘MJ\\"K

If “Demographic Search” returns a record meeting thiera you entered, the
child/youth will be in the example of a Demographics Ledblw. Click on child/youth.

Harmony v7.3.2.2 File J

Change Role .
“Superuiscr EE =] ‘ .h. .qm[’. r.T-.I Q.nv")/‘

| My RIFIS | Waelcome, Sheila Chase

r~ Filter
Quick Search [El[Gzstvame  =1[Beains with =l |ano |

Il I™ participating Elshow Children;”EquaITc ;”Gnl'_.r Par‘ticipating;l |AND;| ’
[Children =] [RIFIS Mo. -] [add]

ILast MName ;l

ﬁ@?ﬁf‘i.gz:“ Eﬂ
57231 Erawstar Puriky 05/03/2002 -
| Providers | 57233 Lennon John 01/01/1959
| Reports | 57271 tito perez 03/11/2010 - '
: 57278 Griswold Charles 03/01/2010 -
Py oo A‘:'E??:tr".l—-.“ 57285 rw%ﬂi%%ﬂ%
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Once you have selected the child/ youth the Demographicgipagéild/youth’s name
will appear in the header and the Children Chapter tdbbavavailable as shown below:

Harmony v7.4.0.1 File Edit Ticklers

Change Role

FSCC EB

Johnny Rocket

| My RIFIS
RIFIS ID 60232 Farmily ID 993080767
Status Active FEF LD

Quick Search Last Name Rocket DoB afi6/1007

| [ participating || First Mame Johnny 55N 999-08-1697

Children

f

Last Mame Demographics FCCP Open/Close Agency Intake <
fevEness seareh Family Relations Natural Supports/Case Relations 2
Assessments B Forms Diagnosis

| | Flans Activities Progress MNotes Motes

| Reports |
Demographics

| Sign Out | Gender Male Age 14.1
Race Other Family Name Rocket, Jane
Agency 1D PS777 Primary Language English
Contact Information
Streest 7 Wipple Ln State RI
Street 2 Zip Code 023807

City Block Island Heme Phone Mumber

OSSN N o S G Y A

! n )

The “Demographics” tab contains basic data about a cbilthyincluding name, address,
telephone numbers, date of birth and ID numbers. Tbhennation displayed on the
“Demographics” tab represents the core record fochiid/youth.

Harmony v7.4.0.1 File Edit Ticklers

Change Role

FSCC EE

Johnny Rocket

| My RIFIS

RIFIS ID 60232 Family 1D 990030767

Status Active PEF ID
Quick Search Last Name Rocket DOB 8/16/1997
| [Jearticipating || First Name Johnny SSN 000-08-1697

Vo & WU

Children
Last Name Ce=mographics FCCP Open/Close Agency Intake

Adwvanced Search

Fzmily Relations Matural Supports/Case Relations :
HAssessments B Forms Diagnosis
| | Flans Activities Progress Motes Motes
| Reports |
Demographics
| Sign Out | Gendar Mala Age 14.1
Face Other Family Name Rocket, Jane
Agency 1D PS777 Primary Langu=age English

Contact Information

Street 7 Wipple Ln State RI
Street 2 Zip Code 023307
City Block Island Home Phone Number

v SN W S P RSV ¥ S
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1. Select “Edit Demographics” from the “Edit” menu barauohild/youth’s
record and the “Edit Demographics” page appears.

2. Perform any necessary changes and select “Save” ffile” menu.
' # % ")
The “FCCP Open/Close” tab identifies the FCCP regigmen Date and Close Date for

the child/youth’s FCCP involvement. From this tab you maaify an existing
OpenClose record or create a new record.

File  Ticdders

harmony.

"
{

Punky Brewster

RIFIS ID 57231 Family IO G694-60-5453
Status Active PEF ID 12012015678
Last Mame Brewster DoE 5/2/2002
First Name Pumnlcy 55N oD4-58-2345

Demographics I FCCP Open/Close Agency Intaks

—

Family Relations Matural Supports/Case Relations

Assessments B Forms Diagnosis | Payers/Payment Sources

Plans | Activities | MNotes
— Filter

|C|::en Date ;I |ﬂ|

Ir Dpen Date Close Date FCCP Disposition FOCP LOS Primary Worker Secondary Worker
03/24/2010 EE COpen =4 Dahlquist, Gail Iscn, Elizabeth

[ ==First | [=pPrevious| Retrieve[15 | Records at = time [[Next> | [[Last== |

T _WREER xr‘-"‘"‘m . -.“-""‘““—,\“r e lﬁ

e
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Available fields for filtering are:
Open Date
Close Date
FCCP
Disposition

IMPORTANT NOTE

NOTE: For a child/youth to receive services of any kind, tay must be “open” to an
FCCP region.

$ Loy

Although an initial “FCCP OpenClose” record is create@nva child/youth is first

added to RIFIS (possibly by an employee with an IntakekéfdRole), additional

records may be required later if the child/youth retuonsérvices after a period of not
receiving any or if the child/youth/family moves and needstofened to another FCCP
code.

1. Select “Add FCCP Open/Close” from the “File” menu ia tkRCCP
Open/Close” tab page.

2. Enter at least all required information. The datesudeta the current date;
that and the “Primary Worker” can be overwritten.

3. Select “Save” from the “File” menu.

{2 CFP Config - Windows Internet Explorer =
] http: Jrifis.harmonys.com{RIFISConfiafPaes{Harmeony. asp<?Chapter D=1 4&ienTy pe=SubPageisniPansID=2521 S8 hapterEntityID=S7 231 BNty D=629758CalinaChapter=Consumer s&C alingPae=OpenClose-+ListeParentEntity D=57231&_por. |

Fle  Word Merge

hgLmQny. Fcep 0pen/CIose}

Last Updated by gdahlquist at %3
3/24/2010 9:42:21 AM

02 =lfoo =]fFm =

32472010 |1

~to-Face Contact [3roamorg |08

-to-Face Cont=ct [0z 7[00 2][Pm 2]
er

i [Dahiquist, Gail .| claar | petsils
Se [1=on, Elizabeth .o:] tlear | Dat=ilz
3/23/2010
[Self-Referral B

ICI’IS\S (without DCYF CPS Inuchement};l
Services Referred for Families Ineligible for FCCP

Servics Requestad 1 [Parent education =
Service Requested 2 [Farent aide supparts =l
Senvice Requestsd 3 [Family stabilization [
Close Data

M\“\ o Mgy, Q.\' -ty

p== P o =
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Open/Close Dispositions

For FCCP Open/Close Records there are five basic digpissi
Pending(a determination needs to be made to either opemse the child/youth
to this FCCP code — during pending Provider and FSCC is beingniletd.

Open (family is eligible for FCCP care coordination/sergi@nd has been
accepted/opened in RIFIS by a specific FCCP regionsigament to an agency
supervisor and FSCC.)

Transition (child/youth is in a transitioning phase and this dispmsisillows end
user to complete RIFIS steps before closing record)

Closed(family no longer involved with FCCP and the recadlbsed and
“locked” (made read only) — If the family re-enters &P you will need to
create a new Open/Close record

Not Eligible (Family did not meet criteria for FCCP involvement)

Open/Close Sub-Pages

There are 3 sub-pages associated with an FCCP Open/€tosd:

235,/
The detail page where the data for the record is neadifi

3.1-. ./
A list of any notes that have been associated withiRGSP Open/Close

1-4 &6/2 /6.6 3
An accounting of the date and time that dispositions efRRICP Open/Close record
changed.

FCCP Open/Close
Contact Notes

Track Disposition
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I # "
NOTE: Only active FCCP Open/Close records can be edited. APRQpen/Close
record that is set to closed would need to have its sitgpo reversed before changes
could be made.
1. Click on the target summary record from the “FCCP Oplarge” tab list
view to display the “Edit FCCP Open/Close” page.

h.ga.rmeny FCCP Open/}

Johmny Rockct 10,/ 26/ 2011 11:07

00OoDICT ST

S0322 D

Status Actihva FEF IC

F=mikhy

Las: hame FRocket [n¥al= af15/1997
Firs- lhame Tmhrnw s8N Q93-NA-1697F
Demograzhics FCCP Oper/Close I_ Agency Int=ke
Famiy Relatons | H=ku-al Supports Case Relat ons
Assessments B Forms O agnosis
Flars Actvitles Frocgress Notss Mctes
Filtar
E opsn Cates/Uate Assicned |:| =reater Ihan == ) |:|

rcoF =

e [orer Dot ot cmioned coce ate rocp 02 Py riories Lo ek Lo

Co o225 2011 Che=e=, Shei= Zp=n

l | | | Ret-iewes |15 Rercrds sk a e f

2. Perform any necessary changes. Notice that the adalisab-pages are
available from the left navigation pane.

AW P Y

3. Select “Save” from the “File” menu.

File  Word Merge
e FCCP Open/CIo!_

h ar
remmamel Sub Pages |
Last Updated by tatwood 7

Punky Brewster 4/16/2010 1:03:33 Fj

Contact Notes o Jue

[37z8/z010 J
[57z672010 |
|EE)= | Ry | ey |
ez
=ce=-tc-Face Contact IWH
Facs-te-Face Contact [T [T S0 =]

Track Disposition

[atwooed, Trevor wo] Clear | Dat=il
| ...| clear
[z7ze7z010

Referral Source

Referral Source [ecF - Preshocl special Education Pregram (Fart B) ==

[Crisis (without DCYF CPS Involvement) =]

ad for Families Ineligible for FCCP

[Farent aide supports =1
[Family stabilization =1

[Legal services = | ;
) ta
. M&W;Jmu‘ SR Y e S N

IMPORTANT NOTE

NOTE: When a primary worker is changed, all pending Assessneatms, and Plans
for that FCCP region will be reassigned to the newkemor
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1. Click on the target summary record from the “FCCP Oplaige” tab list view to
display the “Edit FCCP Open/Close” page.

2. Change the status to “Closed” from the “Disposition” dimpd list.

A Harmony Information Systems -- Web Page Di... E]

All carrent ticklers will be marked as Cancelled
and anv ongoing pavments will be Stopped.
New Ticklers can be added, if necessary. Do
vou wanf to continue?

o Cancel

3. Select “OK” from the ensuing warning message.
4. Enter all required additional information. Select “Savem the “File” menu

5. Once the FCCP Open/Close is closed (saved with a Dtisposf “Closed” or
“Not Eligible”), the record becomes read-only and RIE&®siders the
child/youth to be inactive.

IMPORTANT NOTE

The status of an “FCCP Open/Close” record should amlgidsed if all Agency
Intakes are closed and all Assessments/Forms/Plansaaked complete.

' # % "

IMPORTANT NOTE

Contact a RIFIS System Administrator to delete an “P@pen/Close” record if
added in error. (Use e-m&IFIS_support@dcyf.ri.go include RIFIS id #)

NOTES:
Changes to the “Disposition” field on the “FCCP Open/Claoabk can invoke a
Work Flow Wizard that will prompt users to complete otdeneens and/or
assessments as determined by their Systems Administtatbe system is
configured to invoke a Workflow Wizard, the Wizard screer wimediately
open after the appropriate change is made to the “digpdsiield and the record
saved.

A child/youth must be open to an FCCP code for an Agertekérto occur. The
child/youth should remain open to that FCCP Code untdallices are closed.
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Once all services have been closed, Workers may tlles€hild/Youth’'s FCCP
Open/Close record.

If the child/youth returns for additional services, a i &CP Open/Close record
should be added rather than editing the original OpenCézsed.

“FCCP Open/Close” Sub-Pages

As previously noted, when users access an “FCCP Open/@ézsed, additional sub-
pages are available to them from the left-navigation pane.

FCCP Open/Close
Contact Notes

Track Disposition

FCCP Open/Close

This page is the records “detail” page with all the fields are pertinent to the FCCP
Open/Close record. If the record is closed then thekls may be read-only.

Contact Notes

Additional notes (with and without attachments) caassociated with the FCCP
Open/Close Record

Track Disposition

A recording of the changes in the FCCP Open/Close digpoand when they occurred.

IMPORTANT NOTE
NOTE: Contact your Supervisor.

If a closed FCCP Open/Close needs to be re-openeda@upervisor or System
Administrator has rights to reverse the disposition.

1. Click on the target summary tab list view.

2. Select “Reverse Disposition” from the “File” menu (dispioa will revert to a
default of “Pending”). The user may then selectffeiint disposition.

3. Select “Save” from the “File” menu.

IMPORTANT NOTE

NOTE: All ticklers created by the reversed disposition Wwélconsequently deleted.
Any cancelled or completed ticklers will remain uncheohg
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The “Agency Intake” tab is used to capture informatiooudlzhild/youth involvement
with a specific agency within an FCCP region. The “Ageimtake” tab is also the area

in which individual workers within an agency are assiged tase, thereby, allowing
them access to the child/youth’s record.

A child/youth must first be open to an FCCP region in otdée eligible for Agency
Intake into an agency. The child/youth’s Agency Intakera should remain open until

services are discontinued with that agency, at whinh the Agency Intake record can
be closed.

1. First click on Agency Intake tab, then select “Add Agehdake” from the “File”
menu in the “Agency Intake” tab page.

File | Ticklers | ’

Add Mew Demographics Search Ly
Add Agency Intake
Prink

Johnmy Rocket

RIFIS ID

Status Active FE

Last Name Rocket

First Name Johnny
Demaographics FCCP Cpen/Close Agency Intake
Family Relations Matural Supports/Case Relations
Assessments & Forms Diagnosis

ogress Nc\tw

2. Enter at least the required information in the appropfialgs. Overwrite as
needed the default fields.

3. Select “Save” from the “File” menu when done.
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Last Updated by schas
10/26/2011 11:07:7,

000000000000000000
ppppp

ggggggggggg

ter s
Agency =l [aaa |
=

Child and Family
Services of Newport

2. Perform any necessary changes.

3. Select “Save” from the “File” menu when done.
IMPORTANT NOTE

NOTE: Additional sub-pages are available from the “Edit Ageimtake” page.

“Agency Intake” Tab Sub-Pages

Agency Intake
Warkers
Contack Notes

Track Disposition

The following sub-pages are associated with Agency Intakes

Agency Intake
This page is the records “detail” page which displays sdrtigedields that are
pertinent to the Agency Intake record. The rest of thengy Intake details can
be found under “Assessments and Forms” tab in scre®nkBl 1C, and PEP. If
the record is closed then some of these fields magdzkonly.

Workers
This page will list those responsible for the child/youlepending on your
access level this may grant you the right to “see’tthil/youth when performing
a search.

Contact Notes
This page provides the ability to add notes (with or withaachtnents) about
attempted contacts, phone contacts and face to facactant

Track Disposition
This page is a recording of the changes in disposition &eth whey occurred.

#%
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When initially adding a new Agency Intake record, usees@quired to assign one
worker within the program to the case. The user loggeddmdno added the Agency
Intake record is entered by default.

1. Click on the target summary record from the “Agendphke” tab.

2. Click on the “Workers” menu item in the left navigatipane.

File | Taolz |
Prink

Assign Workers
Close Warkers

harmony

I ERYIGEGS

)

Johnny Rocket

Filtar

Agency Intake
Worker Name [

Workers
Contact Notes \ | Search || Reset |

Track Disposition

T T ey,

Chase, Sheila 10/26/2011

e

Retrieve |15 |Records at 2 time |

3. If worker list view does not list the worker click on [&ithen select “Assign
Workers”. Worker window will open.

4. Click on ellipse next to the worker name field and dodjdoox will appear
(search worker by last name).

5. Select worker from list.
6. Add the start date.
7. Indicate primary worker by clicking box.

8. Select “Save” from the “File” menu when done.

IMPORTANT NOTE
NOTE: A worker cannot be removed if designated as the pyimarker. First,
designate another worker as the primary and then reriovery Agency Intake
must have a primary worker.)
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harmony Contact Notes
Last Updated by sch t
Johnny Rocket ;ﬂ_f!?f!ﬂli 11:08.16 AM i
Notes
Nate By * Chase, Sheila
lots Dats * a8 Aftampled cortacts pertainirg 1o an Agency Intake are
o recorded inthe Contact Notes sub-tab page. This data wil
Es & be documented in the Ceneral Notes tab sumrmary list.
Agency Child and Family Serviczs of Newport D Details - -
MNote Catego-y Fam ly l:l* /
lote Tvpe * Attempeed to Contact Famiy - Phore (other family) [:S
Cescription

T oLtrer ramily
Atempted to Contact Family - Face to Face (child)
Nete Atempted to Contact Family - Face to Face (father w/ or w/c othes family)
Atempted to Contact Family - Face to Face (mother & father wy or w'o ather family)
Atempted to Contact Family - Face to Face (mother w/ or wio other Tamily)
Atempted to Contact Family - Face to Face (other family)
Atempted to Contact Family - Othe- (child)
Atempted to Contact Family - Gther (father)
Atempted to Contact Family - Other (mother & fzther)
Atempted to Contact Family - Other {mother)
Atempted to Contact Family - Othe- (othar Farmily)
Atempted to Contact Family - Prone (child)
Atempted to Contact Family - Prone (father)
Atempted to Contact Family - Prone (mcther & father)
Atempted to Contact Family - Phone (mcther)
Family Contact - Face to Face (child)
Family Contact - Phore (chld)
Family Contact Face to Face (father w/ or wio sther family)
Family Contact Face tz Face (mozher & father w/ ar w/o other family!
Family Contact Face ta Face (mother w/ or w/c other family)
Family Contact Face t3 Face (othar “amily)
Family Contact Phone (father)
Family Contazt Phone (motaer & father)
Family Contazt Phone (mother) i
Family Contact Phone (cther family)
Followup
General

g f5

The “Contact Notes” sub-page displays a list of contates affiliated with the Agency
Intake.

Flle |

Add Moke
Prink [%5'-
Chose Contact MNates

Filtzr

Workoers Mote Ciate I:I

Agancy Intala

Cunlacl Nule= )‘\I‘Seaﬂ:h || Heset | t
1 rark | = posihinn

l Nota Data Nota By Mota Typa

1Uf2sM2011 Chase. sheilla Attemnpted to Contact Family - Phone (other family]

| | | I FRatriava (15 |Faecords =t

a o pepnd TIPSR PSP
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The “Track Disposition” sub-page displays a list of Agehttgke dispositions start and
end dates.

$ 1
1. Click on the appropriate summary record from the “Agentgke” tab view.

2. Change the status in the “Disposition” field from “Opém™Closed.”

Warkears

————————————— P " "
Comtact Notes mgency Child and Family Ser p=t=i-
Track Disposition Rieferral Date 10/26/2011 j

Agency Intake Start Date g o . . .
P 10/26/2011_[F Be sure when changing dispostion fo
Dispesition * (Cosed *___..—--—"""- “closed" to indicate a disposition close date.

Disposition Date * 11/21/2011 E

: This step will trigger the Close Data section
Data whien DCYF intake ™ 'El at the bottom of this page.

summary received (if

applicable)

For children meeding 2 risk D
management plan, has 2

plan been completed?

Has family recaived FCCP | yag D*
services previously?

If Yes, which agency Gateway Healthcare D %

provided the FCCP

services?
Sources of I”fcr”?_atic': te [ztaff as caregiver c [zareqiver (child'= caregiverin a f:
Eﬁ;':p;::?“'u:“ake Czelectall oaee record review
rs
REDEBI Close Another child in family opened to DCYF & remained from home
Date and Another child in family opened to DCYF & remowed from home
indicate Close Target child aged out of FCCP

Change in Target Child
Reason from Srimary Davar/Dayment | [@Mily moved out of area
the dropdown =, er Family withdrew w/ notice
o Family withdrew w/o naotice
FCCP Nan Wrap Practice Model campleted
FCCP Funding and Service ¢ 13792t child adjudicated sut of FCCP
FECE Funding/Billin Target child cpened to DCYF & remained home
Cateqory (f o s _... |Target child cpened to DCYF & removed from home
gory (for the Census o . .
Report) Team agrees Wrap completed (golals met, naltural supperts in place) . .
S Team agrees Wrap completed, child continnuing to receive single service w/in
FCCRE Service Category
{Monthly Reporting Form)
Close Data
Close Date *

L B R
Transfer Target Child to another FCCF
Unable to Contact Family
Family declined service (specify reason below in "other” close reason)
Triaged and Referred Out

Close Resson

Other Close Reason

3. Overwrite as needed any default entry.

4. Select “Save” from the “File” menu.

IMPORTANT NOTE

Contact RIFIS System Administrators by e-mail: RIFIS Suppot@dcyf.ri.gov

##



Rhode Island Family Information Systems User’s Manual

IMPORTANT NOTE

NOTE: “Disposition” Changes to the field on the “Agenctake” tab can invoke a
Workflow Wizard that will prompt for the completion other screens and/or
assessments as determined by the Systems Administrator.

Workflow Wizards

A Workflow Wizard is a tool in RIFIS that presentsst bf forms to complete and
reminder messages. Workflow Wizards will launch inetdéht, pre-defined situations,
such as when a user first saves an Agency Intake viditpasition of “Open.”
Workflow Wizards are designed to streamline multi-step éatry processes and
automate navigation through RIFIS.

Each Step in a Workflow Wizard is als@ekler. A Workflow Wizard is really one or
more Ticklers loaded automatically in a single window areant to be completed
immediately. If a Workflow Wizard Step is not complkkt cancelled immediately, it
remains on the Worker’s Tickler list. Ticklers cdscabe sent directly to a Worker’s
Tickler list now or scheduled to show up later instefgopping up in a Workflow
Wizard.

$ i +

Here are the Workflow Wizards steps that appear wheerasases the Agency Intake
with a Disposition of “Open.” For a complete listRiFIS Workflow Wizards, see
Appendix B.

73-8 3.14 23
179 *+,-. ,/01+
& /-62.6 39 2+, [2+ *+,-, /01+ 34 405+6 73/2 348943/39, : 8+,
[2+ ;4+< 34 8<9=8/+6 /9 -9=8>+/+ ,/01+ 69-;=+,/0/3 9,
0,6 /0414
6-4, 1/4
01+ ? JO1+ ?
Jo1+ 2 " JO1+ 2?2 "
01+ ? JO1+ ?
30%,9434 J+< 30*%,9434 ,@9<=0/39,
9=8>+/+ 2+ "04+>3,+
[<+,*/24' ++64' 0,6 9=8>+/+ [<+,*/24' ++64'0,6 ;>/;<+ 34-95+<,
>[<+ 34-95+<,

#(
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The “Relations” tab allows workers to view, edit or adthdzertaining to family
members associated with the child/youth in RIFIS. s $kiction of the application, the
names, addresses, home, work telephone numbers anddetitdying information for
relatives are entered.

Each relation can be desighated an emergency contior @aregiver 1 & 2.
The “Relations” tab is to contain individuals who act already children/youth in RIFIS.
Related Children/youth can be linked using the “Family IBIdfiin the “Demographics”

area and displayed on the Household page (accessibléhediviiew” menu in the
standard menu bar at the top of the “Children” Chapter).

$ 1

1. Select “Add Relations” from the “File” menu in the “R&bns” tab page.
2. Enter all required information.
3. Select “Save & Close” from the “File” menu.

1. Select from the summary list on the “Relations” palge.

N

. Enter all required information.
3. Select “Save & Close” from the “File” menu.

NOTES: When a valid address is entered, the “Street” hyperlirdsléaa map of the
location.

!* % n )

The “Natural Supports/Case Relations” tab allows useveeiv, edit, or add data
pertaining to persons associated with a child/youth’s casdrifIS. This screen is
where the names, addresses, home and work telephonersuarizbother identifying
information fornon-related persons is entered.

$ I* % !

1. Select “Add Natural Supports/Case Relations” from thé&e"Fnhenu in the
“Relations” tab page.

2. Enter all required information.

3. Select “Save & Close” from the “File” menu.
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1. Select from the summary list in the “Relations” fspe.
2. Enter all required information.
3. Select “Save & Close” from the “File” menu.

NOTES: When a valid address is entered, the “Street” hyperlirdsléa a map of the
location.

!$ n )

The “Assessments” tab allows users to view, edit,altdlassessments and additional
data collection forms for the child/youth and familyxidting assessments can be
modified and new assessments can be added at any time.

$ 1$ "

1. Select “Add Assessments and Forms” from the “File” merthe “Assessments
and Forms” tab page.

2. Select the appropriate assessment from the “Pleaset Sgpe” dropdown list.

/= CFP Config - Windows Internet Explorer ]
& | http:jjrifis.harmonyis.com/RIFISConfigiFages /Harmony . aspx?ChapterID=154&YiewType=DetailViewdP sgelD=22204&ChapterEntity ID=572 3 3% alingChapter=Consumersé«CallingF age=Consumer Asses i
File
.h..C_! rLme.ny. Assessments & Forms ?
Please Select Type: | i ,
Assessments & For| o '
Review Worker [Chase, sheila ] Clear | Det=il=
Review Date * Status [Ferdina = a
FCCp * Agency =1 :
Approved By Approved Date I r
e d
eds, and Culture Discovery
-
L
= = ~ z = e UL ————r
#—\ e s gl o = = e o e e ww“ ‘ﬂ%

The “Review” field identifies when in the case lifectythe information was collected.
“Review” is tracked in several areas in RIFIS, inclgdikssessments, Plan Reviews, and
Diagnosis records.

#
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Review Options:
- Initial (Baseline)
Ongoing (one or more interim points-in-time in betwédatial and
Transition)
Transition

3. Enter Review Date that reflects the date review wearsest.
4. Mark status: Draft, Pending and/or Complete.

FSCC role only has Draft and Pending options. DRAFT meangou are still
working on the document. Indicate PENDING when the document is ready
for a Supervisor to review and mark COMPLETE (which will make the
document “Read Only”.

5. Fill out the form as necessary with at least the requnformation.

6. Select “Save” from the “File” menu when done.

$ #
Some standard options are included in the “Assessmdrit@ms” tab to assist workers
in the completion of their tasks.

For example, users can:
Duplicate assessment to create a new copy of thent@ssessment using the
“File” button.
Get standard assessments and forms list of stored ofitmnEeam Meeting
Form, Intake 1A, B, and C, Ages and Stages, NCFAS, etc.).
Print an assessment.

.+ % $

1. Select a target summary report from the “Assessméaltspage.
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File  Ticders

,h_,,q_.[‘ monwy. Assessments & Formg

Last Updated by jalexandre

John Lennon 3/25/2010 3:46:44 P¥

RIFIS ID 57233 Family 1D 22
Status Active PEP ID

Last Name Lennon DOB 1/1/1999
First Name John = 909-09-9999
Demographics FCCP Open/Close | Agency Intake
Fzmily Relations Natural Supports/Case Relations

R W L Wiy e

[ Assessment/Form Review Review Date  Worker FCCP Status
FCCP Intake - 1B Cngoing 02/25/2010 EE  |Pending
FCCP Intake - 1B Initiz| 03/25/2010 EE  |Pending
FCCP Intake - 1A Initis| 03/24/2010 EE  |Complete
CGAS Transi tional [03/24/2010 EE  |Complete
Functional Assessment Transitional |03/24/2010  |Alexandre, Jason |EB |Pending
ANCFas _ - - yt\.cab,.‘ |ogias/200 A\exiiﬁr?, JasenuEe 2NdING Ly pmpntbtnatiins, Y o ‘.’....\ - .._.f‘

2. Perform any necessary changes.
3. When an assessment/form is completed, change stamshraft” to “Pending”.

4. Select “Save” from the “File” menu when done.

| IMPORTANT NOTE
NOTE: Once an assessment/form is marked “Complete”, tines read only

! n )
The “Diagnosis” tab allows users to view, edit, or add-Ecale Diagnostic and
Statistical Manual of Mental Disorders IV (DSM- IV)aginoses into RIFIS.

1. Select “Add Diagnosis” from the “File” menu in the “Igi@osis” tab page.
2. Complete the form as required.

3. Select “Save & Close” from the “File” menu when done.

#3$
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File

FoCB =+ I VI ,
Program * =i i
Disgnosis By * [ch===. Sh=ila =1
¢ Dimgnosis I =1 ;
v Diagnosis Code I ?
Diagnosis 1 I [} O
Dizgnesi= = I =] o
Dizgnosis = I =l ‘:
Diagnosis 4 I l;‘
Accis IT f
Dizgnosis 1 I |:|
Diagnosis 2 I l:l g
Ciagnosis = I =1 ’.7
Dizgneosis 4 I [ (
Aocis ITT '
S I L= J

——— e e e AP cpnnton.
+ %

1. Select the record from the “Diagnosis” tab page sumimitr
2. Perform any necessary changes.

3. Select “Save & Close” from the “File” menu.

)

All Family Service Plan information is accessed fréwa tPlan” tab.

Caution: Users must select “Save” from the “File” menu befox@ving from one
section to another in order to ensure the saving ofceditadded information.

1. Select “Add Plan” from the “File” menu in the “Plardlt page.
Fic | Tedre |

Aied New Derographics Tearch

Aiod Plan ) s
Fm‘[\h RV |:n }

Change Rcle

RIFIS Sys Acrn

My RIFTS | Johnny Rocket

Quick Search
20aNAN7H7

|7| Farbapating
Childrer El St=tas Active BFR 17
Last Harrs Reckat DoB 3/16/1007
Last hame First Nams Ishnny ssn DOO-03-1607

RIFTS I} 60237

| | remily Rflations | heta-sl Supporks/ Caze Relasions
| Providers nt= & Form= | D agresis

g
thIlI:n::J T-agross Notes | Hotc
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2. Enter at least all required fields.

h_.?,.. Cmony Plan Informati§

Johnny Rocket 11/2/2011 3:32

Plan Details
FoC * =B )
sgeney Caid and Family Services of hewport [ Detaiz ftis verv mportantto indicate the Plan Tyce as ™,
Flan Ty T —— “Initia" erc a specific dete cf when you are
an lype [rital =amiy Service Flar - . .
N beginning to develop a plan with a family.
e : : — Craating this pace will be the beginning of
Flam Dzt [cate plan|  Oncaing Family Serv ce Plad ; building & Family Service Plan report in RIFIS. o
inizially crested) * “ransitional FaTily S2rvcz Fan : ~
Elan Verification Data E

ftatus Seeft
M}‘WW

3. Overwrite as necessary all default fields.

4. Select “Save” from the “File” menu and the “Plan” pageears.

NOTE: Once the status field on the Plan Information pageaiked as “Complete” the
entire plan can no longer be edited.

“Plan” Tab Sub-Pages

The “Plan Information” page contains several featurasalow users to create well-
defined treatment and service plans for children/youth aidfimilies. These features
help to standardize the process yet still allow theketothe flexibility to create plans
individualized to the needs of each of their children/yfathilies.

Plan Information

The “Plan Information” Page, which opens after savingvaplan or editing an existing
plan, contains three additional sub-pages (shown dattem of this page):

(%
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| Fans Ar-ivities ] P-rgress Mn-es ] Hntes %
Filter

[ Plan Date [ |add] Yau must click an the raw of the
I'lan racord you want tc open

-

1 Plans recordis) returned - now viewing 1 thjouagh 1

Plamn Varificaktion

PR NLRet 2 e

Inihal Family Servire LhiAd and Famiby Se-wvires nf [ hasze
FU2T, °
LlidaiautL =lan EE Newpot Snela Lraf:

| <2<t Firck | |‘=':Druuiuu=| R:triawElP.::ord: at = tima ek lo | | Lack el |

Once you have opened the Plan Information page the Subelaivg will be listed to the
left of the page. These are used to “build a plan” &odld be accessed in the order they
are listed. All steps within each tab are necessBlgase complete all pages (Plan
Information, Plan Development, Needs, Planned Serviceg)wwill have missing data
when you run the Family Service Plan report.

Blam Information l

Neads |

| Plan Development |
|
|

Flanned Services |
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Plan Development

The Plan Development records are designed as datatmrilenstruments for periodic
case plan reviews required by the agency or funding sodiee plan development
information is merged into a pre-existing report forntla¢ (Family Service Plan).

1. Click on the “Plan Development” sub tab and Select“®tlth Development”
from the menu item in the left navigation pane to activhe page.

File
A3 Plar Dewelooment
pi: qrmory Plan Development

Cize 2an Ceveloemen: |

Jeohnny Rocket 11f4/2011 1:34 PM

Filter

Azgesement Ad
3|a'| e eloorment DI:

Slznred Services

WW"W

Zlan [nfarmaton

rarmony Plan Developmeﬂ

Last Updated by schase -
Johney Rocket 11/2/2011 3:56:16

Family Service Plan RE\’IIe‘A.'ty'pe and date |nfgrmat|m shoulz maich the
review tyoe ard date on the Plan Informat on page
N — 3
Section 1 ___,f
Reviaw | Tnitia D Worker Chzze, Sheila D
Review Date e Status Draft I
Program rChilcl and Family S-_ar-;ices of Newaort D Desailz

Tris pagz can b2 marked
‘comalete” by tha wor<er when
Famly Vis on i5 obzaired and
Jaricipants ir ths deve opmen:

of the plar arz incizatad

Family Service Plan
Family Plan Information:

Family Vision:

2. Fill out the Family Vision and be sure to indicate vgasticipated in
developing the plan.

Did Caregiver 1/ Parent/Legal Guardian actively participate in
dewveloping the Family Service Plan?

Did Caregiver 2/ Parent/ Legal Guardian actively participate in
dewveloping the family service plan?

Did Youth actively participate in developing the family service plan?

<Jf </ </ <]

Did Other Participant(s)actively participate in deweloping the family
service plap?

3. Select “Save” from the “File” menu when done.
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Needs
The needs, goals, objectives, action steps, and pragirdss Family Service Plan are

created in the “Needs” sub-page. The needs/goals chtlibyouth/family must be
identified before strengths, objectives and action stepde created.
1. Click on the “Needs” sub-tab in the left navigation pane.

2. Select “Add Need/Goal’ to create a new need/goal recortdhéochild/youth.

|'|.| armony
Click on button

list of generic
Needs/Goals

11/7/201111:30 AM

Flan Informaticn Needs Click on "Needs" sub-tab to _‘j
Blan Davelopmant | | Collas®® Al activate the Needs page. J

3. Click on the ellipsis butto:| to display a list of needs/goals and select the
appropriate need/goal that will appear in the editabletiNgoal” field.

Add Need /Goal

Category I i
Type l:l

1D |NeedCode |Description

101 Family Relations Family Relations
102 Crisis Management Crisic Management
102 Basic Needs Basic Neads

104 Educational Educational

105 Vocational /Employment Wocational/Employment
106 Social/Recreational Social /Recreational
107 Spirituality Spirituality

108 Liwing Skills Living Skills

109 Behavioral Health Behavioral Health
110 Madical Madical

111 Legal Legal

(#
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LA MRJLY

Tnh Rorkat
nhnny Rnrka 11/ 72011 11:10:53 AE

Naad/Coal

Nead Coda * |103 E
NeadfGaal

Baic Newds . o . : . N .
e Status = "Pending” for each Need/Goal until Need/Goal has heen met at which time the Warker is

responaible to mark "complete” and indicate a "complete” datc.

- larget Date = Worker and child'youth/tamily agree on an estimated time frame to meet Need/Goal.
atus

Target Nate Update/Progress Date = the date the Worker and child/youth/family have reviewed the specific

Need/Coal and declared progress has been made at achieving completion of Need/Goal.

Upale/Prugiess Dale

Campletinn Nate 7| Completion Date = the date the Worker documents a Need/Goal for a child/youth/family has met and

Need/Goal status is changed to "complete”.
N\ gl -t = g e

T e TS i a0

4. Select “Save” from the “File” menu and it brings youlb&axthe “Needs” page
which will display the newly created need/goal.

5. Hover over the fly-out menu arrow to display a new men

harmony Needs

L BERVICE

Johnny Rocket 11/7/2011 2:53 PM

Plan Information Needs

Plan Devzlopmeant Collapse All Add Need/ Goal
Needs Need/Goal: Basic Needs

Planned 3ervices

6. Select “Add Strength” to perform the action.

7. Select “Save” from the “File” menu.

IMPORTANT NOTE

Goals/Needs, Objectives and Action Steps are recordslliokene another, but need to be
marked “Complete” with a completion date individuallyoirder to keep track of progress.

((
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harmony

BERVICES/

Johnny Rocket

11/7/2011 11:11.

Strength
shEngn cose t 201 [ Over-ride the instructions "enter strength’ by ™
Slenyll Eter Streng clicking and dragging mousc until highlighted.
¢ . thentypethe strength in the text field area.
e —
Status mending Warkers can mark strength "complete” when it is no langer ner.e.qgarym—-h\‘
UndatefProgress Date - editthis page. "Complete” date should reflect the date child/youth/family
- informed you of the strength during the development stage of plan.
Completion Date

8. Follow the same steps performed to add a need/goal intorddd the new
strength.

9. Select “Save” from the “File” menu.

10.Follow steps 5-8 to identify related “Objectives” and “ActiSteps”

harmony

Johnny Rockat 11/7/3011 2:37 PM

Plan Information Needs

Plan Development Lollapse all Add Need/Loal
Needs [l Need/Goal: Basic leeds Pending
Planned Servicas El Strength: Cnter Strength Complats =

[ Objective: Enter Objective Pending ¥

Action Stepr Enter Action Step Mending

IMPORTANT NOTE

Follow the same steps outlined to add “Objectives”, AcBteps”, and progress to the
plan. When the “Needs/Goals/Objectives/Action Steyplspaogress” hierarchy is
completed, the “Needs” sub-page should display a clvaifas to what is shown above,
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Planned Services

The “Planned Services’sub-tab records and displays ssriaeare planned to meet the
needs of the child/youth/family. Planned Services angcgs identified by the family
along with their FSCC and/or team as the anticipateans of addressing the needs of the
child/youth and family. (Service Codes/definitions aredisih the “Appendices” section

of this manual).

1. Select the “Planned Services” sub-tab from the leftgaion pane.

2. Select “Add Planned Services” from “File” menu to displayeanpty form.

#dd Planned Service
Print
Close Planned Services

Jmony Planned Services|

Johnny Rocket 11/7/2011 4:12 PM

Filter

=

Plan Infarmation
Flan Development

Meeds

Flanned Services

3. SelectestimatedStart and End dates for the Planned Service to occur.

4. Click ellipse buttor;‘ to open a list of service codes. Select the appropriate
planned service from the dropdown menu.

5. Click ellipse buttor;‘ next to the provider ID field and select the agency timat
child/youth is open to.

harmony |Planned Servi
Johnny Rocket
Planned Services
Start Date 11/7/2011 LA “his will be an estimated time frame the worker and
fnd Dote _ child/youth/family have agreed a planned service will be needed.

12/31/2011 [ Typically discussed in the early stages of developing the Plan.

FCCP EB
Service Code * SehHealtho1 -] (
Service Description |Psychiatric Evaluation - Identified Child
Provider ID (choose your
agency) * 128 |Z|
Agency |East Bay Mental Health Center
Comments I

6. Select “Save” from the “File” menu when done.
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harmony Planned ?

11/7/3(

Johnny Rocket

FilLer

Plan Infunnalivn

search || Reset
Blan Davalopmant |—“—|
Hewds

Wlanned Serares |

== s mmmnl

psychiatric kvaluation - ldenbified Child BehHealthUl L11/U/72011 127312011

After completing these steps:
Run the Family Service Plan Repoi®rint and have participantign
Make Copy for the Family and Agency Record

Fle Reports

This is where you will find the
Family Service Plan Report

Summary List

Plan Infunimalivn Mlan Details /
FCCR *

Flan Development

Meeds - Y
Flanned Services Plan Typea
AP A 4e" AW AV 4

You should only have ONE Plan Development record margexhdinitial” in the
summary list matching up under your Initial Plan Informatiecord as shown below:

Flan Information Filter a

A=sessment |:|
| Blan Develecpment |

Neeads | Search || Resetl /

Planned Services

Cmr—r——

Family Service Plan Initial 06/01/2010 Chase, She

| | | | Fetrieve |15 FRecords =t = time

S S S S 2 S S S S S
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When the status of the Initial Family Service Plaready to be marked complete by a
Supervisor, the FSCC must open it and change the statusifedt to pending.

Communicating in supervision is a good “safety net” al.wDo not solely rely on
RIFIS.

Part of the Supervisor’s review will be confirming thag tamily has signed the
completed plan.

.+ % r
1. Select the target summary record from the “Plan” tajepa

2. Perform any necessary updates

3. Select “Save” from the “File” menu when done.

Only plans with a “Draft” and/or “Pending” status caneloited.

Workers keep in mind that you do not have “Complete” Bkaa status choice.
“‘DRAFT” means you are still working in the record

“PENDING” means you are ready for a Supervisor to re\aed mark “Complete”
“COMPLETE” means a supervisor has reviewed and authorieeftn

(the authorizing supervisor name and date appear on thafRdabeing saved and closed)

abrwnpE

In order to preserve the original Initial Family SeevRelan that the family signed and

agreed to, you will need to “duplicate” this version and eraatOngoing Family Service
Plan.

Steps are as follows:

1. Open target child/youth record

2. Click on Plan tab

3. Select the Initial Family Service Plan from the Rlaformation Summary List by
clicking on the row

4. Go to File and select Duplicate

File | Reports |

Duplicate I
Spell Check kg .
Save Flan ony. Plan Information
Save and Add Planned Service
Save and Add Need
Last Updated by schase at
Save & Clase Plan 2/28/2011 2:24:08 PM
Reverse Status
Delete Plan i
Print etails
Hiskary EB
Close Plan Information Child and Family Services of Newport Details

Flenned Services | F120 Ties Initial Family Service Plan

Worker Chase, Sheila
Open Dasts * e/1/2010 [

Blan verification Date 3

Status Draft

$
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You will see the following message:

| andowsiniemeiExploner: Edl

Ik

! E Man was duplicated and saved as well a3 its needs, plan reviews, and services, /

0 P LSS S SIS

After clicking “OK”, the page will open to the duplicated copy of the FSP and within that
Plan Information page, you need to do the following*

5. Change the Plan Type to “Ongoing Family Service Plan”

6. Make sure Open Date = the date you met with the famiythey agreed to
modifications to the plan

7. Status will automatically appear as “draft” (leave itysa are able to work within
this duplicated record)

Zlar Tmfr-makinn Plan Cetail=s

Plar Deaveloprmant Fece E

Yeads Ag=nry Zhild anc Family S3ervices of Newport Detzlls /
Parnzad Services Flen Typ= Lnitial Family se~vice Flan

Warker ) )
Intial Famiv Serv ce >lar
Open Date ¥

Translivia Fanly Service Pan by
Flzn Verificztizn Date e

'S A AV AW A A A B 4 3 &Y & &Y 4

As you continue to meet with the family to review &lan you will need to duplicate the
previous Plan record stamped with the date and type ofwdweiggoing or transitional).
Every time you duplicate a plan, be sure that the prey@arsyou are duplicating has
been verified by a Supervisor.

When the family you are working with is ready for afsitional Family Service Plan,
you will open the target child/youth’s previous (most cudr@rigoing Family Service
Plan record (there can be multiple) and follow thérutdions for duplicating the plan.
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Your “Plan Information” summary list will look as shavbelow:

3 Plans record(s) returned - now viewing 1 through 3

Plan Verification

I Open Date Date

[6/01/2010 08/10/2C10

# £8/12/2010

# c3/01/2011

Intial Family Servics

Elan

Gingzing Family S=rvice

Elan

“ransizionzal Family

Service Flan

EE

EE

Child and Famrily Services
of Mewport

Child and Fzrrily Services
of Newport

Child and Femrily Services
of Newport

- Plarl

Chzse, Sheila  Complete

McComoe, .
Michelle SRl
McComoe, 5

. D-at
Michelle =

| | | Retrieve 15 |Zecords at a time | | |

REMEMBER: Any time you are making significant changetheofamily’s Plan and
need them to sign a new copy, you will need to dupliaatecould have multiple
“Ongoing” plans with different dates showing when Gda#ds were complete and/or
modifications were made.

I$ ")

The “Activities” tab is the area in which you will red all services delivered to the
specified child/youth and other family members. (Serviodds/definitions are listed in
the “Appendices” section of this manual).

$ 3

1. Select “Add Activities” from the “File” menu in the “Asfities” tab page.

© File Edit Vizw Favorites Tools Help

w o [@RIFIS st

l

B

N

f= v [page v () Tooks ‘

Add HNew Democraphics Seardh

Change Role

Add Acsivibies |

RIFIS Svs Admin L]

My RIFIS |

Quick Search

Partidpatng
Crildren [
Lazt Mame D

Advanced Search

RIFIS ID

Print

12 J0Y

Status Active
Last zmre Rocket
Frst Yzmre Johnny

Family 1D

935030767

PEF ID
DoB 8/16/1997
S5M 905-08-1697

| pamegraphic=

/
| coo Dpan_J#G | Lganzy Intaka
a

| Family Relations

Jiagnosis

Natuy‘gupports_."(:ase Relations

| Assessmerts & Forms

| Providers | | Pans || Activties | P-ogress Notes | Notas
[ utilities R

|chor|:s | Date D

| Sign Qut |

Last Updated by

schase at |

10/26/2011
11:07:10 AM
13

%
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2. Select a Start Date, Start Time, End Date, and Ené &md click on the “Add”
button. You will see another blank row appear (showovibefor entering a
reoccurring activities. Be mindful of the Activity pagpeming with Start Date
and End Date that you are logged into RIFIS. Overridel#ites to indicate the
date the activity actually occurred.

Johnny Rocket

dates and times pre-populate when opening a record,

Activity Times 50 be sure to record dateffime activity occurred

Start Date * _[Stari Time ____|EndDate* __[EndTime _[TotalMinutes | |
wgrzorr [ (o | oo B v B (1152000 T [0z 6 o0 6] P 6D
11/0/2011 |8 12 3 oo B Am B (127072011 ) [12 B[ o0 B[ v D)

M W SNV O " NN I—.;\'M"‘\

3. Do not skip by the Activity Details! This header informatimust be filled out in
order. FCCP, Agency, Worker, Status, Location/FCCRikgy Place of
Service, and Payer.

Johnny Rockat

Activity Times

11/9/201112:22 PM

St Jstortme vt [enatme ot mites ||
1/9/2011 [ o1 K@ oo [ em [ [1v/s/z011 [ [0z [ co Gl Pv B3
/92001 [ [12 oo R v ) [tviorz011 [ [12 W co A D LocationlFCCP Funding choices
Within FCCP
Activity Details Referred 0 ancther FCCP
FCCp * YV Lacation/FCCP Funding | [within FCCE D_' Raferred to nanFCCP
Agency © Child and Family Services [ petais P13es of Service Child and Family Services of Newpart Court (2]
Werker # Chase, 3heila B Paver [v]
Status "
Pendng [ Active Miltary/CHAMPU3
Activity Services DCYF: Fee for Service
Sarvice = li | Federal Grant Funding \
Flex Funds
| In knd donaticn !
Med caid
Med care
& Ty Nz Insurance
Unit Type Cther
Units * P=rsonal Resources
. 0 fivate: Elue Cross " : w,o
E'!L-aie: _El_ L]ICEIE 5 Service contract’ will be the Payer far
Unit Cost Private: Lnited / acivities directly provided by FCCP staff i e
e Ca Family Senica Plan, Team Meeting. SHCD, stc.
Tetal Cast Rite Care
N Rite Slare

Service contract

| Emergency Exaenditur
L
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4. Click on ellipse butt0|:| to display a list of services. Searching by Service
Type may help you find the specific code you are lookinggboyn below).

5. Select the appropriate service and the service informptpaolates the fields in
the bottom portion of the screen.

Search By | Fervice Type [+ Search Taxt ] |
Service TN ServiceCade — [SecondaryCnde -0 roin-i- ==
A - |Bchavieral Healt
. Payrhiatric Fualnatinn i . t
347 BehHealthul BehHealthul Identified child I‘:a.m.a I"v'Ianagemlent F31/ 2011 413 u u
Psychiatrc I:\.raluatlcmE FISIE 1TV Enninn *
348 BehHealthoz BehHealthoz Pu‘:enL Early Education/special E 34/ 2011 3414 0 o 03
Psychiatic Evaluation Fanily Suppurls J
349 BeliHeallh03 BeliHeallh03 "il::ing Intaks f31/2011 o 0
5i ;
Medical
350 BehHeallho4 BelHeallh04  Therapy - Idenlified C e 31/2011 5 1] 0
- Medication r21/ Select Sendce Type
331 BehHealthos BehHealtho3  Therapy - Family f31/2011 o G T 1 o 0
R BehHealthuo BehHealthua  1herapy - Sibhimg W;ﬂuun clicll D'n ".'BE\'EII'.Ch tah” u
Day Treatment - Sexual Abuse/Orrending -
=E BRI Eehiealthiy 2 e e Nl Social Services \@'31{2011 J
Acute Residential | Substance Abuzc
a54 Dehll=althoo Dehllealth0d  Treatment Identifiec Trancportation fii/z011 5420 0 i) i}
Child
PMediatric Martial Day
355 BahHaalthnq RahHaalthnd  Treatment - Tdentitied n.nn Sescinn N5/31) 72011 5421 n n

6. Enter the required information.

7. Click “File” and “Save” when complete.

Activity Services

Service *

SerDellmp03

Team Mesting

After selecting the service code.
unit type, units, and cost are all
pre-dztermned based on the code

Unit Tyoe

Units * W

Unit Cost £0.00
Total Cost

Emergency Exzenditure D
[FLE¥ FUND ACTIVITIES

ONLY)

Status of Record

Completion (FLEX FUND
ACTIVITIES O4LY)
General/Flex Fund Netes

setup.

Cost, Emergency Expenditure,
Status of Record (date of check or
purchase of gitcard), and
GeneralFlex Fund Motes zre
fielded areas left to fill in.

R Ry, gy, Ny, oy, g,
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) + % |$ mn

1. Click on atarget summary record from the “Activitiéab page.
2. Perform any appropriate changes.

3. Select “Save” from the “File” menu.

’7 Date Service Agency Worker Units Status
04/24/2010 | Psychiatric Evaluation - Identified Child |MNewport County Mental Health Center|Alexandre, Jason|6.00 |Pending

Wl

03/30/2010 | Strengths, Needs, and Cultural Discovery | Child and Family Services of Newport |Alexandre, Jason|9.00 |Complete
03/25/2010 | Therapy - Group Child and Family Services of Newport |Alexandre, Jason |4&.00 |Pending
03/24/2010 | Medication Evaluation - Parent Child and Family Services of Newport |Alexandre, Jason|2.00 |Pending
03/23/2010 | Strengths, Needs, and Cultural Discovery | Child and Family Services of Newport |Alexandre, Jason |§.00 |Complete

[ == First | [£previous| Retrieve[i5 | Records st = time [Next> | [ Lastzz |

N

st naadll WA P J___M ,.I'x nin gt I‘f

IMPORTANT NOTE

Activities marked “Complete” cannot be edited.

Reoccurring activities are recorded within one record.
EXCEPTION is a Team Meeting. Team Meetings need a newaerd
created each occurrence with the date and time meeting@ared.

wnN P

Start Date —Begin date of the service activity. Users may notlbe @ change
the service date once it has been saved.

End Date —End date of the service activity. This date defaultheéccurrent
date.

Start Time — The time the activity started. Users may enter upriee start and
end times.

End Time —The time the activity ended. Users may enter up t@ thtat and
end times.

Total Minutes — The total time for the activity. This time is calatdd by RIFIS
by summing all the minutes between each start and end time

FCCP —Select the FCCP that the child/youth is open to.
Agency —Select the agency where the child/youth is open to.

Worker — Select the FSCC.
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Status —the status of the activity:
o Ifthe status is “pending”, the activity may be edited.
o If the status is “complete”, the activity many notdabted.
Location/FCCP Funding: The user can select from the following:
0 Within FCCP - service occurred within the FCCP;
o Referred to Another FCCP —service occurred with another FCCP; and
o Referred out to a non-FCCP -service occurred with an agency/provider
outside of a FCCP.
Place of ServiceThe place where the activity occurred.

Payer: The entity from which to receive payments or bill fenaces delivered to
a child/youth.

Service —Pulled from the “service” box for the selected seraeode, which is
automatically populated by RIFIS.

Service Description —The associated description of the selected service code,
which is automatically populated by RIFIS.

Unit Type — Pre-determined based upon each service code’s set-up.
Units — Enter the number of service units that the child/ydathily received.
Unit Cost —Cost of the service drawn from the “service codes sdalpé.
Total Cost —Calculated by RIFIS based on the Unit Costs and thesUnit

Source of In-kind Donation —If Payer = In kind donation, identify who provided
the donation.

Estimated value of In-kind Donation— If Payer = In kind donation, enter the
dollar amount of donation.

Flex Fund Notes— If Payer = Flex Funds or In kind donation, add notegedI|to
activities delivered through this Payment Source.

$ 1

An activity should be marked “Complete” after the Usieters required information.
Once activity record is marked “Complete” the recor@EAD ONLY.
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Users may enter a variety of information pertaining thild/youth/family via the

“Progress Notes” tab. These notes should include recbfasme visits and phone calls,

case notes, meeting minutes, etc. The Progress Notg®hality allows users to

maintain a log of case-related activities.

1. Select “Add Progress Notes” from the “File” menu to thgghe “Add Progress

Notes” page.

2. Enter all information as shown below.

hotes Detalls
RIFCIS IO
FCCE ¥

Agancy

Sorvice Date ¥
Start Time
CLrazlan

MNote Catagory #
Lortact |'|'FE
Certact Witk
Flace

Mamily S=-vice Flan;:
MNeedsilioa s

Fainily 3= wive Plan;:
Needs/Goa s [selact it
note rescs mora than ona
[T ey |

Czta. Assessment B P or
(characzer imit: 95007

Status
Mota Ey ¥
litle

Cztz Completoc

NI [

Comprehensive Comrianty Action (M2I) |:| Detzils
11/:/2011 H

ot B3 oo B3| ~m [
1 hr.

Carz Cuuiding.io |:
Face to Face |:

Target Child |_|
Commurity [

Hazc M2z2ds

1

]
]
DATA:

ELAM Y

Nrat ]
Chigse, Eleila :I
|

WW

Select a Note Status of Pending, Complete, or Alert.

3. Select “Save” from the “File” menu.

\Mw P W PO
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Alert Notes/Note Attachments/ Routing a Note toade\Recipient
(refer to “Add a Note” section below for instructions re: the8dunctions)

.+ % ! o

1. Select the target summary record from the “Notespeade.

2. Perform any necessary changes and select “Save” ffiile” menu.

NOTE: Only “Pending” notes can be edited. Notes with thgitus marked as
“Complete” return a non-editable record.

IMPORTANT NOTE

Once a User has viewed a Note from the My RIFIS > &bhidotes queue, the
Recipient Status automatically updates from “UnreadRiead”, and the Note is ng
longer accessible to that User from My RIFIS.

!* n )

Users may enter general information pertaining to a childh/@amily via the “Notes”
tab. These notes, as determined by the users’ agencyip,sstll include records of
phone contact and/or face to face with other workersgmsrconcerning a case.

1. Select “Add Notes” from the “File” menu to display thed@Notes” page.

2. Enter at least all required information.

3. Select a Note Category, which will filter the availabf#ions for Note Type:
a. Family, Professional, Case

4. Select a Note Type; this identifies the type of inforormtdocumented in the
Note.

5. Enter a Description. The Description should be a Isueimary of the content of
the note, similar to an email subject line entry.

6. Use the Note field for the narrative of the Note Entry.
7. Select a Note Status of Pending, Complete, or Alert.

8. Select “Save” from the “File” menu.
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Alert Notes

If Status = “Alert”, then the Note will popup as an aledssage when any User first
accesses the child/youth’s record. This is intended to lokfoseritical or time-sensitive
information.

£ | htkp: ffrifis. harmonyis.com/RIFISConfig/Dislogs DislogAlertMotes, aspx? ChapterEntity ID=57 2388

On

By

Last Updated

Last Updated

Alert Notes

NoteBy Corinne Kulesh

NoteType Followup

Subject

Notes On 3/23/2010 at 1118 PM, Corinne Kulesh wrote: Focusing on

strengths and identifying natural supports

3/23/2010 1:15:07 PM

ckulish

Note Attachments

Access the “Add Notes” page as previously outlined.

Check the “Add attachment after save” box.

Select “Save” from the “File” menu to save all théadentered in the “Add
Notes” page and the “Edit Notes” page appears with an asdivadd
Attachment” link.

Click on the “Add Attachment” link to display the “Add Attacknt” window.

Click on the “Browse” button to append the file to the note

Select either the “Use file name from disk” or thésé the following name”
options.

. Click on the “Submit” button.

Routing a Note to a Note Recipient

1.

To send a Note to another User’s attention, click on Ade Iﬂtﬁcipient:' to
search and select a Worker.

. Select “Save” from the “File” menu.

The Note Recipient will see the Note in their My RBE+ Unread Notes queue.
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+ % "
3. Select the target summary record from the “Notes’pizde.
4. Perform any necessary changes and select “Save” fefirile” menu.

NOTE: Only “Pending” notes can be edited. Notes with thaitus marked as
“Complete” return a non-editable record.

IMPORTANT NOTE
Once a User has viewed a Note from the My RIFIS > &bhidotes queue, the
Recipient Status automatically updates from “UnreadRiead”, and the Note is ng
longer accessible to that User from My RIFIS.

+ %

1. Select the “Ticklers” menu item from the menu bar tadlist of ticklers appears.
e

/= CFP Config - Windows Internet Explorer
@ | hito: /v harmonyis,com/FIFISC L asp | =27964

*
Ticklers{

18 CalingChapter— —

4/17/2010 8:17 PM

i | e | pue|

Date Com:

Date Due | Date Created pleted | Status

b Ve Ve W VPV VIR ey, o

2. Click on any listed item to open and view it.
a. If the tickler is associated with a particular funatithe form will appear.

b. If the tickler is a reminder to complete a task, tleord will appear to be
marked as “Complete.”

3. Hover over the arrow button next to a target itemantenu appears to allow the
performance of additional tasks related to the tickddected: Edit, Add Another,
Reassign, Cancel, etc. The items on the menu &ildmtextual and will only
show operations that you can perform on this tickler.

4. Select “Save” (if some edit was completed) or “Cldse quit the view) from the
“File” menu.

$



Rhode Island Family Information Systems User’s Manual




Rhode Island Family Information Systems User’s Manual

The Supervisor — allows greater access to cases withirGEP region.

File Edit Ticklers

"Change Rale ‘

Supervisor EB |

harmony.

Ay o1

| My RIFIS |
hclcsearch RIFIS ID 57233 Family ID 22 y
I 5 Participating| | Status Active PEP ID )
l—_lchildren = Last Name Lennon DOE 1/1/1999 ’
First Name John SSN 909-99-9999 d
|Last Name ;I f = - :
i - : Demographics FCCP Open/Close Agency Intake '
Advanced Search ! - r
Family Relations Matural Supports/Case Relations Page Tabs
l— - .| Assessments & Forms Dizgnosis Payars/Payment Sources
Elans Activities Notes
Providers | 2 : :
Reports | Demog_rapln'cs ,
Dzte of Birth 1/1/1999 Age 11.3
Sign Out | Gender Male RIFIS ID 57233 ;
Race Caucasian/White Primary Language English
Contact Information
Street 22 Strawberry Field Dr. State RI
Strest 2 Zip Code 02840
City Newport Home Phone Number (401) 555-1212 “_/
WP i — A - r-.-u"“ o . ol sl i

)

If Supervisors are taking on any RIFIS data entry responsibities
of an FSCC, refer to the FSCC Role section of this amual for
instructions.

In the FSCC Role section of this manual there will & certain
functions that will be done ONLY by a supervisor.

For Example:

If a closed FCCP Open/Close needs to be re-openeda@upervisor or System
Administrator has rights to reverse the disposition.

1. Click on the target summary tab list view.

2. Select “Reverse Disposition” from the “File” menu (dispos will revert to
a default of “Pending”). The user may then selecffarént disposition.

3. Select “Save” from the “File” menu.

IMPORTANT NOTE
NOTE: All ticklers created by the reversed disposition Wwélconsequently deleted.
Any cancelled or completed ticklers will remain uncheohg

%
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A

The “My RIFIS” page is a management tool for both FSC&id Supervisors to manage

their own caseloads. Supervisors have access to vighealassigned workers within
their FCCP region.

File T
-

harmeny. My RIFI§

Waelcome, Sheila Chase 5/2f2010 12:.-

[Children | [Tasks
=l Ticklers El My Management
55 Ticklers

E FCCP OpenCloze
& Pending

Family Queus

Current Active Families
Enrollmeants

Ticklers Dus

Pending Assessments Queue
Pending Plans

My Activities

s\\~..-\, A% "%

LY......xl - “' .y ‘x.xl -u-m' e ““"fi\'\ sadimidl oo

The “My Management List” will give the Supervisor diffatevays to view the
information entered by their workers on RIFIS childrenty/families. See example
below:

File:

harmony. Current Active Famili

Welcome, Sheila Chase 5/3/2010 12:49 P}

L

| [worker —[rocn [ompomtion [ Nemberorcases | |

E Guglielmo, Barbara EB Open 3 g

[ [hid/Youth |RIFISHo |OpenDate  |ReferralDate {
Brand, Trudy 57329 4/14/2010 12:00:00 AM  4/14/2010 12:00:00 AM '
school, recess 57337 4/14/2010 12:00:00 AM  4/14/2010 12:00:00 AM X
tuinkle, star 57338 4/14/2010 12:00:00 AM  4/14/2010 12:00:00 AM ’

Guglielmo, Barbars EE Pending 2

Chase, Sheilz EE Pending 4 ’

Gianfrancesco, Maria EE Panding 1 ’

Dzhlguist, Gail EB Open 1 .

Dzhlguist. Gail EE Pending 1

Puhacz, Michael . .., @pen 1. - ’-\ "‘ o, mnmd

Ll ““‘-\.-‘-J‘ % = - ﬂ‘“"“-w"""‘w"\ > ., e — . P
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Provider
The “Provider” tab contains the demographic data on sepviéders and programs.
File Edit ]
harmony. e
Child and Family Services of Newport E
Basic Information
Initial Fund Code * IEE ;I Provider Type I ;I
Provider Mame * IHarn1cn',; Exclude from Dropdown O
Short Hame | Monitor - DCYF | =1
Provider Number | Monitor - PEP [ =1
Parent Vendor I .
! Monitor - CPS I ;I
Rctive = Comments ﬂ
Ackiv v
External =
Contact Information
Contact Name I Phone I
Streat I Ext. I
Streestz I Fax I
ey | =l email I
Clear
State l i T=] .. i
| Website I
Clear
Zip Code |- i =
Claar -
Mailing Address
g:?liizrigtd?eczrgpany I ;I Mailing Street I
Attzch Parent Company (] Mailing Strestz I
Mailing Address
Mziling Address Sam= as [ Mailing City I
’Ccntact Address

1. From Providers > Advanced Search, search and seleovv@é&r record.

"NAMAL AT A A A Ay

2. Select “Edit Providers” from the “Edit” menu to displdne provider’s detail

record.

3. Perform any necessary changes

4. Select “Save” from the “File” menu.

Tip: When entering an address throughout RIFIS, enter arfplirtial zip code and clic

the eIIipsis;' button. If an exact match is found, the city andestialds will be auto-
populated. If multiple matches are found, a list will apgeahoose from. This list may

contain only zip codes of the user’s area.
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FCCPs
The “FCCPs” tab lists all existing fund codes for thevater. They are displayed in a
standard filter list view screen.

>3-19,/2+ 4 /0A 3, /2+ <9536+<4 -208/+< /9 6348>0. 0 >34/ 9@
0>> 0503>0A>+  -96+4 0443*,+6 /9 /2+ 8<9536+<

Service Codes List

The “Service Codes” tab lists all program servicestti@provider offers as established
in RIFIS.

+ % ! "3

Service Code <ffective Date End Date Unit Type Description

AzmitSrvl 07/01/2mag 15 min Biopsychosaocial - Identified Child £0.00 | AsmitSrvl True Fzlz=
AsmtSrvi0 07/01/200% R 15 min Medication Evaluation - Sibling $0.00|AsmtSrvid True Fals=
AsmtSrvil 07/01/2009 *"hq;m Psychiztric Evalustion - Identified Child | $0.00 |AsmtSre1r | N e
AsmtSrvlZ2 07/01/2003 15 minﬁw_i_atri: Evaluation - Farent %0.00 | AsmtSrvl2 @
AsmitSrvl3 07/01/2009 15 min Ps',r:hMation - Sibling £0.00 [ AsmtSrvl = .
AsmitSrvild 07/01/2009 15 min Risk Managemrem £0.00 | AsmtSr| e ..
AsmtSrvis 07/01/200% 15 min Strengths, Needs, and CUW £0.00 AsmtSri; In order to print full ?
AsmtSrvis 07/01/2009 15 min Toxicology Screening - Identified Chi £0.00 | AsmtSr) Service Code List, ==
AsmtSrvl7 07/01/2009 15 min Toxicology Screening - Parent 50.0 tSr‘E enter a numberthat e i
AsmtSrvi8 07/01/2009 15 min  |Toxicology Sereening - Sibling s0.00|Asmtsr eyceeds the number of '
AsmtSrvis 07/01/2009 15 min | Other (Assessment) - Identified Child  |$0.00|Asmtsr Senvice codes in RIFIS
AsmtSre2 07/01/2009 15 min | Biopsychosocial - Parent s0.00|Asmtsr (i.2.250) as the number g=%
AsmtsSrezo 07/01/2009 15 min | Other (Assessment) - Parent $0.00 | AsmtSry to Retrieve e
AsmtSrvzl 07/01/2009 15 min | Other (Azseszmant) - Sibling =0.00| 2=mtzr and refresh your screen g
AsmitSrv3 07/01/2008 15 min  [Bi izl - S3ing $0.00 |AsmtSr| Click an File then Print 5
4 . ords at a time IE j

Caution: The Service Codes List can be modified by RIFIS Sy#dministrators only.

S td
S.

Worker

The “Worker” tab contains information about employetthe provider. Each employee
is entered into the system individually. Relationshipsifesvisors, work units, and
divisions are also established in this area.
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+ % 4 1

1. Access a provider’s record and select the “Worker” tatigplay a list of all
workers for the provider.

2. Click on a target record to open the worker’s record.

3. Perform the necessary changes and select “Save &’@losethe “File”
menu.

Note: To deactivate a worker, uncheck the “Active” box. Inactinekers are
automatically not included in worker dropdown lists throudHIEIS.

$ e

IMPORTANT NOTE
Contact a RIFIS System Administrator

Agency Intakes List
The “Agency Intakes List” tab displays a list of ali@ren/Youth with an Agency

Intake record for the current Provider. This list sd@nly; to edit or update an Agency
Intake, a User must access the record through the €hihapter.

Child and Family Services of Newport

Providers FCCP= Waorkers Service Codes List | Agency Intakes List |

Practice Model

[~ Filter
[zl Disposition =l[votEqual To = [closed =] [AND =]
Iikgenc‘,—- Intake Date;l

TN W W W

Case No FCCP Consumer Agency Intake Date Worker Disposition Discharge Date Expected Discharge Date
57339 |EB Brand, New 04/14/2010 Guglielmo, Barbara | Open
57231 |EB Brewster, Punky |03/23/2010 McCombe, Michelle | Open
57278 EB Griswold, Charles |03/24/2010 Puhacz, Michael Open
572332 EB Lennon, John 03/23/2010 Alexandre, Jason Open 09/30/2010
57337 |EB school, recess 04/14/2010 Guglielmo, Barbara | Open
57301 |EB Shez, Hollie 03/24/2010 Vargas, Elder Pending
57320 |EB Tafe, Todd 04/01/2010 McCombe, Michelle | Open
57271 |EB tito, perez 03/24/2010 Vargas, Elder Open 03/23/2010
57338 |EB twinkle, star 04/14/2010 Guglielmo, Barbara | Open
57298 |EB Zombie, Rob 03/24/2010 Alexandre, Jason Open 09/24/2010
| == First | |{ Prevlous| Fetrieve |15  Records at = time m m
s , T T it g AR
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Transfer to another Agency within an FCCP

PwpNE

Click on “Advanced Search” and select child’s name fsummary list.
Click on “Agency Intake” tab.

Select Agency Intake from summary list.

On the Agency Intake page, change the disposition from “dpen

“ ”
closed”.
Contact Notes TR [Child and Family Ser Czt=il=
Track Disposition Referal Date 10/26/2011 j
;.gen:',- Intake Start Date 10/26/2011 H
Dizpasition * Closed l:l *_.————‘
Disposition Date * 11/2/2011 ll
Date when DCYF intake il
summary received (if
zpplicable)
For children needing = risk l:l

management plan, has a
plan been completed?
Has family received FCCP | yag D,.,

services previously?

which agency o
=d the FoCB Gateway Healthcare D

Sources of Information to [Staff a< caregiver 3
- i (seled = = - 3
complete |\nta|—ce (=elect all cace record review
that apply)

caregiver (child's caregiver in a fi

Ancther child in family cpened to DCYF & remained from heme

Another child in family opened to DCYF & removed from home

Target child aged out of FCCP

Change in Target Child

Family moved out of area

Family withdrew w/ netice

Family withdrew w/o notice

FCCP Non Wrap Practice Model completed

FCCP Funding and Service ¢ 1arget child adjudicated cut of FCCP

Target child opened to DCYF & remained home

Target child cpened to DCYF & removed frem home

Team agrees Wrap completed (goals met, natural supports in place)
2 s U e i oo eceiyve single service w/fin

Brimary Payer/Payment
Sources

FCCP Funding/Billing
Categeory (for the Census
Report)

FCCP Service Category
(Monthly Reparting Form)

ransrer [arge Ild to another

Clase Data Unable to Contact Family

Close Date * Family declined service (specify reason below in "other” close reason)
Triaged and Referred Out

Close Reason l:l
.

a Other Close R e

5. When you select “closed” as your disposition the pagepnaicess

Processing...

and at the bottom of the page, a subheader will appekmse¢ Data.”
Select the down arrow on the Close Reason and s@&leatsfer Target
Child to another agency within an FCCP.”

6. Select “Save” from the “File” Menu.

NOTE: When transferring a child, keep the disposition on thefFC
OpenClose to “open.”
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Workilow Wizard

Steps

1.

Complete FCC2 Closing |

1122011 2:45}
=

rNMwWMNJ

A “closed” disposition will trigger a workflow wizard witone tickler, “Complete

FCCP Closing”

Complete FCCP Closing This tickler is not relevant to this scenario. Emecel
a tickler, hover your mouse over the arrow to the rajlthe tickler and a new

window will appear (see above.)

Contact the new agencyo they can open the child/youth to their agency.

NOTE: The new agency will have access to the child/youth’s
record.

for transferring child/youth to the new agenc y

Do an advanced search.

57231 Brewster Punky 05/03/2002
| 57232 day moon 01/01/1999
ar 233 Lennon Jahn 01/01,/19599
57235 Doe John 03/01/1998
57238 Browm Lucy 04/01/2009
57240 Joseph Jehn 02/23/2009
57242 Bear Teddy 02/02/2008
57243 Smith John 01/01/2001
57244 Grivers Jim 0=2/14/2000
57253 Mature Victor 04/10/1965
57256 Simson Bart 12/12/1999
57257 James Rick 03/07/1975
5r258 Fhair Liz 01/28/2001
o5r259 Smith Joe 11/26/1975
57263 smile happy 02/02/2002

-

-

| | Retrieve |15 |Records at a time Next = | | Last =2
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. Click on child’s name.

Click on the “Agency Intake” tab and click on “Add Agencydke” from the
“File” menu.

Enter all required information and select “Save Agdmtgke” from the “File”
menu.

After screen refreshes and window appears that “Saveuweasssful,” click on
“Workers” and identify the assigned workers to this chddiy’s record.

After entering all required information, select “Savediied Worker” from the
“File” menu.

Transfer to another FCCP

Families may transfer from one FCCP to another F&3R, family moves.
When this occurs the FSCC needs to close the child/yeatind and the new FCCP
needs to open the child/youth to their region.

agrwpdPE

Click on “Advanced Search” and select child’s name feummary list.
Click on “Agency Intake” tab.

Select Agency Intake from summary list.

On the Agency Intake page, change the disposition from “dpéuslosed”.
When you select “closed” as your disposition the pagepnoitess

Processing

and at the bottom of the page, a subheader will appB@amsaction Data.”
Select the down arrow on the Transition Reason aedts&ransfer Target Child
to another FCCP.”
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harmany. Agency Intake

Last Updated by bguglielmo at
4/26/2010 12:31:33 PM

[Comprehensive Com) pet=il=
0s/07/2010_ [

= |4/8/2010 E

Closed v

4/30/2000 [

Wra|

Wrap >

o

e service completed

et child opened to DCYF &

et child adjudicated out of FCCP
CCP

FCCP Funding Category
FCCP Funding Category

A
Data (Date fami Chan
"

f area
Date = ]
Transfer Target Child to another FCCP
ransition Rezson

€D Tnterner

Select “Save and Close Agency Intake” from the “FN&Enu.

A disposition of “Closed” will trigger a work flow wizd. Complete the tasks on

the list.

8. Click on “FCCP Open/Close.

9. Click on the target summary record from the “FCCP Oplerse” tab list view to
display the “Edit FCCP Open/Close” page.

10.Change the status to “Closed” from the “Disposition” dimyd list.

11.A new dialog box with a warning message will appeare@eDK.”

12.Enter all required additional information. Select “€and Close FCCP
Open/Close” from the “File” menu.

13.0nce the FCCP Open/Close is closed (saved with a Digposf “Closed”), the

record becomes read-only and RIFIS considers the chiithyto be inactive.

N o

Different target child identified

Example: A child/youth is referred and open to a FCCRerAforking with the
child/youth, it is discovered that a sibling is actuallytémget child.

If the child was recently open and the following informatis in the record:
Demographics

FCCP Open/Close

Agency Intake

Click on “Advanced Search” and select child’s name feummary list.
Select “Edit Demographics” from the “Edit” menu.

Change the Name, DOB, SS# and Gender and Select “Saicsad
Demographics” from the “File” menu.
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If the child has been open greater than one monthe theschild’s record and Open
the newly identified target child. Please refer to F&@ Section in the manual for
the steps.

Multiple Target Children in the Same Family

Example: A child/youth is referred and open to a FCCRerAvorking with the
child/youth, it is discovered that there are other siblint@t could be identified as a
target child.

In this scenario, the original child that was initiakfarred to the FCCP will remain the
target child for the family.

Plan Tab
In the Family Service Plan, include any planned serviaethéosibling(s) or parent(s).

Document any Needs, Goals, Objectives and Action Stepsdfer to a sibling(s) or
parent(s).

File
harm any Need/Goal

Need/Goal
Need Code * 104 E
Need/Gozl Educational : Moon's brother, Dusty, needs to meset with a tutor 3 times a wesk

after school|
Status Pending |v
Update/Progress Dats 5|
Completion Date [
Primary Nead |:|

If a sibling or parent need/refer to a service(s):

Click on “Planned Service” under the “Plan” tab.

%
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e
h.Q.Lmany. Planned Service
Planned Services
Start Dats £/2/2010 E
End Data 4/16/2010 9]
FCCP uc
Servics Code * AsmtSrvs E
Service Description |Deve|opmenta| Evaluation - Sibling
Brovider [D * 125 lz‘
Agency |Providence Center
Unit Type 15 min
Total Unit: -
Unit Cost £0.00
Cost £0.00
Payer Private: Tufts v

Location/FCCP Funding [

Commen t=

If an assessment (e.g. Ages and Stages), indicatéting’s name

When Referral does not lead to intake: Not Eligible , Services
Declined

Sample Scenario: A family is referred to the FCCR mpmeless shelter. The intake
worker creates a RIFIS record for the child and comptée®emographics and the
FCCP OpenClose Tab. The disposition on the FCCP Opsa@ set to “pending”
while it is determined if the family is eligible. Twoydalater, it is determined that the
child isnot eligible for the FCCP.

1. Click on the target summary record from the “FCCP OpeseC tab list view
to display the “edit FCCP OpenClose” page.

2. Change the disposition from “pending” to “not eligible.”
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3. Inthe “Open Date” indicate the “Close Date.” Cld¥a section will appear
at the bottom of the page.

” Last Updated by bguglielmo at
Eeivitoae 4/27/2010 3;

FCCP Open/Close | FCCP
FoCR I
Contact Notes =

Track Disposition | Di=Pesition * Nt Eligible [w]«

Disposition Date

Referral Date *
Referral Time *

Op=n Date *

Open Time = = Tael
st Contact Date a/27/2010 [8)
v vl I+

Magaw, Darlene

Data Entry Date [ajz772000

»4

Referral Source
Referral Source DCYF Chi

Id Protect. Inv. Indicated el
Response Priority

Respanse Prierity CPS Urgent [w

Services Referred for Families Ineligible for FCCP

Requested 1 T

Requested 2 "

Requested 3 i ‘\v
Close Data

Close Date * a/28/2010 [

[Target Child not at Risk for DCYF Involvement

[Target Child not Severely Emotionally Disturbed (SED)
Target Child not Transitioning from Training School
[Target Child opened to DCYF FSU and/or Probation

€ Internet @

4. Select a close reason.
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5. Indicate up to 3 services that the ineligible family weferred to.
6. Select “save” from “File” menu.
Follow the same steps if:

child/youth/family declines services; or
FCCP declines to serve the family.
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RIFIS REPORTS
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Your role determines what RIFIS reports you will have sste. There are three types
of reports: Custom, Standard, and Ad Hoc.
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RIFIS will include custom reports designed specifically ttpauRIFIS data.

FCCP Intake Form — a printout of the Intake Form for the current child an
family.

Family Service Plan— a printout of the current Family Service Plan fa th
current child and family.

Functional Assessment Report an aggregate report across children/youth
displaying baseline, ongoing and transitional scores ferobsix key
assessments to evaluate functional change over time.

Quality Assurance Report— an aggregate report listing children/youth active
within a report period and containing key dates and data gommsonitoring

data quality and compliance with care coordination standards

Flex Fund Report— an aggregate report listing Flex Fund and In-Kind Donation
activities delivered to children/youth within the report péri

Summary Report on FCCP Intake— an aggregate report across FCCP regions
providing statistical breakouts by response category fordozen key child and
family characteristics.

Page 1
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Page 2

Standard reports are out-of-the-box, generic aggregadetseavailable through the
Harmony solution.
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$7

Ad Hoc reports are based on pre-defined data extractsahdie manipulated to create
customized report views.
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)

While the Children and Providers Chapter were configured tadedRIFIS language,
the Reports Chapter contains Harmony language. See Below.

Standard Reports

Harmony RIFIS
Fund Cod FCCF
Case Nc RIFIS ID
Consume Child/Youtfr
Client Child/Youtfr
Workel FSCC
Progran Provide
Enroll Date Agency Intake Start Date (Agency Intake P

Base Reports

Activity Base Report

Harmony RIFIS
Status Status of Activity Record
Member ID Intake Worker/FSCC/Supervisor ID
Attended N/A
Confidential N/A
Absence Reason N/A
Diagnosis 1 ID N/A
Diagnosis 1 Code N/A
Diagnosis 1 Description N/A
Diagnosis 2 ID N/A
Diagnosis 2 Code N/A
Diagnosis 2 Description N/A

Consumers Base Report

Harmony RIFIS
ContactID RIFIS generated ID
DOD N/A
Number of children (18 and under) residi
FIPS Code in home (including target child)
Number of children (18 and under)
Res County

receiving services through the FCCP

$%
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(excluding target child) (Demographics
Page)

Pay County

Does the family currently reside in
permanent housing? (Demographics Pag

je)

Legal County

Is either caregiver currently incarcerated
(Demographics Page)

SIN N/A

SECID Family ID

TERID SAS ID

OpenlD RIFIS generated ID

Referral Date

Agency referral date

Date when Agency Intake Disposition =

Open Date Open

Enroll type Practice Model

Admit Date Agency Intake Start Date
Reasonl FCCP Funding Category
Reason2 N/A

Reason3 N/A

Foster Parent N/A

Consumer Notes Base Report

Harmony RIFIS
CaseNo RIFIS 1D
Note ID RIFIS generated ID
Fund Code FCCP

Diagnosis Base Report

Harmony RIFIS
Case No RIFIS 1D
Fund Code FCCP
Status Refers to Diagnosis Record
Diag ReviewID RIFIS generated ID
EnrolliD RIFIS generated ID
VendorID RIFIS generated Agency ID
VendorNo Agency Site Code
OpenlD RIFIS generated ID

Plan Review Base Report
Harmony RIFIS
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Case No RIFIS ID

Fund Code FCCP

Assess ID RIFIS generated ID
Rater Worker

Status Refers to Plan

Plan ID RIFIS generated ID

Lookup Value

N/A

Provider Facility Base Report

Harmony RIFIS
Vender ID RIFIS generated Agency ID
Vendor No Agency Site Code
Fund Code FCCP
Vdisposition Same as Status
Provider Type Indicates if an agency is a lead or partner
Tax ID N/A
SEC ID N/A
Foster Parent N/A
Level of Care N/A
Capacity N/A
County N/A
Facility County N/A
Generic Dropdownl N/A
Location N/A

Relations Base Report

Harmony RIFIS
Case No RIFIS 1D
Fund Code FCCP
RECID RIFIS generated ID
Legal Guardian N/A
Emergency Phone N/A
Alternate ID N/A
District N/A
County N/A
Generic Dropdownl Multi Racial Selections
Generic Dropdown2 Caregiver
Generic Dropdown3 Multi Hispanic Origin
Generic Dropdown4 Primary Language
Generic Dropdown5 Education Level
Generic Dropdown6 Employment Status
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Workers Base Report

Harmony RIFIS
Status
Member ID Intake Worker/FSCC/Supervisor ID
Unit N/A
Vender ID RIFIS generated Agency ID
Vendor No Agency Site Code
Secondary ID N/A
Fund Code FCCP
Provider Type Indicates if the Agency is a partner or a

lead

Vendor Generic Dropdown 1 N/A
District N/A

Contact Generic Dropdownl N/A
Contact Generic Dropdown2 N/A
Contact Generic Dropdown3 N/A
Contact Generic Dropdown4 N/A
Contact Generic Dropdown5 N/A
Contact Generic Textl N/A
Contact Generic Text2 N/A

$#
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2 . 6l
The following standard and Ad Hoc reports are availabRIKiS.
2 . &J-62.63
829 3/ /
-/353/3+4 +89</ 2974 6+/03>4 0A9;/ 0>> 0-/353/ 3+4 @9< 0 *35+, 8<9*<0='
-9,4;=+<'0,6 60/+ <0,*+
-/353/.". <9*<0= 2974 0>> 0-/353/3+4 73/23,/ 2+ *35+, 60/+ <0,*+
*<9;8+6 A. <9536+<
# | -/1353/.". 9<1+< 2974 0>> 0-/353/3+4 73/23, 12 + *35+, 60/+ <0,*+
*<0;8+6 A. 9<1+<
( | -/353/. +89</ 4974 6+/03>4 0A9;/ 0 43,*>+ 0-/3 53/.
>> -[353/3+4 A. 9,4;=+< 2974 6+/03>4 0A9;/ 0>> 0-/353/3+4 @9< 0 *35+, @;,6
0,6 +<53-+ 96+ -96+ 0,6 60/+ <0,*+' A. -9,4;=+< 0,6 4+<53-+
-96+
04+>906 ". 04+ 0,0*+< 34/4 9,4;=+<4 98+, /9 0 *35+, ;,6 96+ 0,6
*+,-. 348943/39, A. 8+, >94+ 8<3=0<. 79<1+<
04+>906 @9< ;8+<5349< 34/4 9,4;=+<4 98+, 3,0  *35+, 60/+ <0,*+ @9< 0
;8+<5349<
$ | 04+>906 @9< 9<1+< 34/4 9,4,=+<4 98+, 3,0*35 +, 60/+ <0,*+ @9<0
9<1+<
+,4;4 +89</ 34/4 9,4;,=+< +,<9>>=+ [ A. 8<9*<0 =
% | +,4;4 <0-13,* ,-P;6+4 ,0=+' -04+ ,;=A+<' 6+=9*<0 823-4" '
-;<<+,/ 80.+< ,0=+'0,6 -04+ 79<1+<
20,*+ , >3*3A3>3/. 9-;=+,/4 72+/2+< 0 8+<49, 70 48>0-+6 9, /2+
03/ 34/ ,->;6+4 6+=9*<0823- 3,@9<=0/39,
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8%
Family Engaged:
Business FCCP FCCP Agency Intake | Agency Intake
Process OpenClose OpenClose Start Date Disposition

Dates Disposition
Referral Referral Date Pending Referral Date N/A
Received
Assigned to Open Date Open Start Pending
Agency, FSCC Date/Assigned
Date

Family Agrees Open

to Participate

FCCP Declined to Serve Family:

Business FCCP FCCP Agency Intake | Agency Intake
Process OpenClose OpenClose Start Date Disposition
Dates Disposition

Referral Referral Date Pending Referral Date N/A
Received
Assigned to Open Date Open Start Pending
Agency, FSCC Date/Assigned

Date
Service Close Date Closed Start Closed
Declined Date/Assigned

Date, Closed

Date

Family Declin

ed FCCP Services:

Business FCCP FCCP Agency Intake | Agency Intake
Process OpenClose OpenClose Start Date Disposition

Dates Disposition
Referral Referral Date Pending Referral Date N/A
Received
Assigned to Open Date Open Start Pending
Agency, FSCC Date/Assigned

Date

Family Close Date Closed Start Closed
Declined FCCP Date/Assigned
Services Date, Closed

Date
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Family Not Eligible:

Business FCCP FCCP Agency Intake | Agency Intake

Process OpenClose OpenClose Start Date Disposition
Dates Disposition

Referral Referral Date Pending N/A N/A

Received

Determined Open Date, Not Eligible + | N/A N/A

Ineligible Close Date Close Reason




