Admission Process/Intake and Participant Orientation

Purpose:
The intent of the following policy is to ensure that youth receive a comprehensive intake and orientation to the program in a timely manner. The intake process provides staff with essential insight into the youth’s needs, challenges, and potential service options. The information collected serves as the foundation for individualized case planning and also supports broader program evaluation and reporting. 
Policy:
Within 24 hours of admission, each youth shall participate in the intake process and will be oriented to the program.  To support effective service planning and delivery, staff will collect comprehensive information during intake, including child and family demographics, household composition, employment, school history, and other relevant factors. This information is gathered using the Intake Form and used to guide service planning and development. The orientation includes:

· identification of key staff and their roles,

· a review of emergency building evacuation procedures,

· a tour of the program,

· room assignment, 

· a review of the search policy (including issues related to contraband),
· a review of the daily program schedule,

· a review of the program’s dress code and expectations relative to youth’s hygiene practices,

· a review of the youth’s rights and the grievance procedure, including how to contact the Florida Abuse Hotline,

· a review of the program services,

· a review of the procedure to access medical care,

· a review of the procedure to access mental health and substance abuse services,

· a review of the visitation schedule,

· a review of telephone procedures,

· a review of program rules governing youth conduct,

· a review of the consequences, which may result when youth violate rules of the program.

Procedure and/or Process:

Prior to acceptance of a youth, a screening should be completed using a Screening/Referral Form.  This can occur via telephone, or face to face (walk in).  Once all information is gathered, eligibility for residential services can be determined.  Note:  Refusal of services must involve consultation with a supervisor and must involve an explanation given to participant/family support system/referral source as applicable.
Scheduling and Setting

· Following the initial screening and once a youth is determined to be eligible for services, a time will be scheduled for the youth to come to the shelter to begin the intake process. 
· Intake should take place in a welcoming, private environment that promotes comfort and openness for the youth and family. 

Upon arrival, participants should be greeted warmly and made to feel welcome. 

Participants usually arrive at our shelters as a self-referral or with another individual (DCF/DJJ/PFSF case worker, police officer, parent, neighbor, relative or friend).  It is advisable to get a clear picture of why the participant is being referred and to ensure that the referral source and participant understand the purpose and function of our program.

This information should be made clear to all parties involved prior to the referring person’s leaving.  In addition to this, the participant should be made aware of and agree to abide by the rules of the shelter before the referring person leaves.

Documentation and NetMIS Entry

· Staff must complete ALL intake documentation thoroughly and accurately. 

· All required information must be entered into NetMIS within three (3) business days. 

At the time of intake, an attempt should be made to obtain copies of all relevant legal or psychological information concerning the participant (i.e. detention orders, court orders, psychological evaluations, etc.).  It should also be determined at this time if the participant attends school or what other appointments the participant will have to keep while here.  Discuss transportation to and from school and appointments.  If the participant will take the bus, then arrange for bus money to be provided if possible.  If the child does not have sufficient clothes with him/her, a request should be made for parents or guardians to provide clothes and toiletries if possible.  We will provide clothing and toiletries when necessary.

If the referring person is a parent, guardian, or caseworker, please make sure that the required contracts found in new case files are completed before they leave.  Thank them for bringing the participant to us.

An informal discussion between the staff and youth occurs in which the youth’s presenting problems and immediate needs are identified resulting in an Individual Plan.  The shelter’s function and requirements for participation are explained, and the appropriateness of the shelter and the commitment of the youth to deal with problems and needs are assessed.  The participant is oriented to the program and facility.  The intake process (which includes the following) will occur within the first 24 hours of admission.

Identify immediate needs of youth:

Physical – food, clothing, shelter, bath, sleep, medical/dental attention.

Emotional – emotional stability, mental health, and/or substance abuse assessment/services

Information Provided to Families

CDS staff must provide eligible families with the following written materials: 

· Available service options

· Rights and responsibilities of parents/guardians

· Parent brochure

Parental Notification in the case of Runaways

When temporary shelter is required, every effort is made to contact the parent/guardian within the first twenty-four (24) hours.  When it is not possible, law enforcement is notified and requested to make the contact.  If contact has not been made within forty-eight (48) hours, the Department of Children and Family (DCF) is notified.  The participant is informed of these contact efforts prior to their occurrence.  The contacts are documented in the participant file, and participant information Blue/White card, including the date, time, and person contacted.

When the parent/guardian is notified, they are asked if a missing child report has been filed with law enforcement.  If so, the parent/guardian is directed to contact the law enforcement agency to inform them of the child’s whereabouts. 

CDS must also make the following information available in writing to youth and their families:

· Rights and responsibilities of youth

· Possible actions/outcomes related to service involvement (e.g., case staffing committee, CINS Petition, CINS adjudication)

· Grievance procedures (shelter only) 

Parental contact is not required for documented emancipated minors.

Length of Stay:

Federal regulations specify that length of stay for participants be no more than 15 days. However, cases are staffed each week and length of stay is reviewed. Extensions are determined upon counselor recommendations when they serve the interest of the participant. These extensions are clearly documented in the participant file.

Explain shelter’s function and services:

· Time out for decision making

· Shelter is not intended for punishment

· Short term shelter

· Individual, group and family counseling

· Food and clothing

· Referrals and assistance in obtaining Medical/dental/mental health/substance abuse care

· Referrals and assistance in obtaining legal aid, alternative placement, employment opportunities

Explain requirements to participate:

· Parental notification

· Agreement to abide by contract and program rules 

Complete Required Intake Forms/Tasks
· Intake Assessment Form

· Service Provision Tally

· Screening Form (check for completion)

· Inventory Statement

· Participant Contract and Participant Agreement

· Parental Agreement
· Consent for Services

· Program Orientation

· Consent for Release of Confidential Information as applicable

· NETMIS

· Participant Bed, board(s)

· Parent Notification (When parent is not present at intake.)

· Parent Packet

· Program Rules

· Medication Record Log 

· Blue/White Card (place in card box)

· Current cross-reference log entry

· Point Sheet 
· Medication Board Listing

· NIRVANA

· Suicide Risk Screening

· Plan of Service

· Take photograph(s) of participant and place in file and Medication Record Log

Orient participant to the Program/Facility

· Identification of key staff and their roles

· A review of the emergency evacuation procedures

· A tour of the program

· A review of the daily program schedule

· Room assignment

· Participant hygiene expectations

· Participant dress policy

· A review of Participants’ Orientation Packet which covers program goals and services, the behavioral program, rules and consequences, search policy (including issues related to contraband), contracting, visitation, telephone privileges, participant’s rights, and the grievance process including how to contact the Florida Abuse Hotline.

Participant and intake staff should sign the participant orientation checklist upon completion of orientation. The checklist is placed in the participant’s file at the completion of the intake/admission and orientation process; any concerns should be directed to the supervisor or shift leader.

Counselor/Case Manager Intake

Within seventy-two (72) hours of the participant’s admission to the shelter, a Counselor/Case Manager is assigned to the youth based upon current caseload, participant schedule, guardian’s schedule, and special needs of the youth.  The Counselor/Case Manager or designee should initiate the youth/family needs assessment and is responsible for working with the youth and family on the Individual Plan and overseeing all case management activities. 

The following forms should be completed as a part of this process and for completion of the Case File:
· NIRVANA(s)

· Chronological Notes (Progress Notes)

· Demographic information 
· Individual Plan
· Program and service details

· Correspondence

· Assessments

· Case Management notes 

· Any other relevant documentation
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