PROTOCOL FOR COMPLETING THE ASSESSMENT
[bookmark: _GoBack](Revised: 3-27-14)

Preliminary Report

Preliminary Recommendations Report:  On approximately the 15th day after you have received your referral, you must submit a Preliminary Recommendations report to each of the following:

			FFN Worker:			VARIES – see current FFN Alpha Locator List
			Point of Contact:		VARIES – see below
			Margaret Ramos		mramos@copecenter.org 
			Joe Kimberl			copejoe@bellsouth.net
			Bob Estes (1)		bestes@copecenter.org	
			Bob Estes (2)		bobsts11@yahoo.com 
For Healthease clients: Tracy Peters  		tpeters@flatherapy.com


Points of Contact for each county are:

Escambia County:		Marvin Dailey: 	Marvin.Dailey@bhcpns.org 
				Maya Andrews:	Maya.Andrews@bhcpns.org  
 			
Santa Rosa County: 	Marvin Dailey: 	Marvin.Dailey@bhcpns.org 
				Maya Andrews:	Maya.Andrews@bhcpns.org  

		*Okaloosa County: 	Donna Morgan	dmorgan@bridgeway.org 
						Jamie Tutnjevic	jtutnjevic@bridgeway.org 

		Walton County:		Lia Raper:  		eraper@copecenter.org          



Preparing the INITIAL DRAFT for Auditing:

A. Before sending your assessment to be audited, make sure you have: 

1. Printed out your report, and proof read it for errors.

2. Used the most recent format and template.

3. Tallied the billing hours to date; Completed the CANS and the Data Form;  Have the correct Client’s name in the footer.

4. Password protected the document. The password to open will always be:  admd01        
i. (The 0 is a numerical 0 (zero) and not the letter o.)


5. Write protect the document using your own personal password. 

6. SAVED all changes and password protection. 

7. Checked the supervision


B. Use the following file naming system when naming and sending your files out: 
· First name of client; Initial of last name of client (never use the client’s full last name on the file name!)
· CA
· Month and year:  02-09 (always use a dash – not a slash / )
· DCF referral office:  DFS, ESC, SRC, etc.
· Example:  “Robert E CA 10-09 DFS”

Codes for referral offices:
ESC = 	Escambia County
ESC-H = 	Escambia County - Healthease
SRC = 	Santa Rosa County
SRC-H = 	Santa Rosa County - Healthease
CRV = 	Crestview
DFS = 	DeFuniak Springs
FWB = 	Fort Walton Beach
NIC = 		Niceville

Send your audit ready report to all of the e-mail addresses below:
		
Bob’s e-mail addresses (use both):	bestes@copecenter.org 
							bobsts11@yahoo.com 
		          Joe’s e-mail address:	copejoe@bellsouth.net
		    Yvonne’s e-mail address: 	yrbocanegra@gmail.com
    Sandra’s e-mail address:	sandrad27@bellsouth.net

		If Shannon Brunson signs off on your reports also send copy to her:

Shannon Brunson:		shaebrunson@cox.net

On the e-mail subject line state: "Attached is the first draft of (Client first name and last initial)."



Preparing the FINAL DRAFT that is sent out to DCF/FFN


After you receive your audited assessment back from auditing, make the necessary changes and when complete, send the report out making sure the following are completed and used:

A. Make sure that all of your dates of completion are updated and correct, as well as your service hours.  (Dates to check include: header on the first page; service dates; data form/last page)

B. In the subject area of the email, use the following wording:

· Comprehensive assessment (or Comp Assessment):
· Client’s First name, last initial
· Three letter code for the referral office (see below)
· Example:  Comp Assessment: Robert E, DFS

Codes for referral offices:
ESC= Escambia County
ESC-H= Escambia County - Healthease
SRC= Santa Rosa County
SRC= Santa Rosa County - Healthease
CRV = Crestview
DFS = DeFuniak Springs
FWB = Fort Walton Beach
NIC = Niceville

C. On the e-mail write, "Please find attached the final draft of the John S CA. Thank you for the referral" or similar message, and note if there were mental health recommendations on the assessment 

For example: 	“There WERE mental health recommendations for Johnny.   There WERE NOT mental health recommendations on Betty” 

	If this is a Healthease client, also note in the e-mail that:  This is a Healthease Client.”


D. E-mail your final draft to the following people:

Referrals originating from Escambia County DCF/FFN will always be sent to:

Cynthia L Williams: 		cynthial.williams@bhcpns.org  
		Pamela Anderson:		Pamela_anderson@dcf.state.fl.us 
			Marvin Dailey: 		Marvin.Dailey@bhcpns.org 
			Maya Andrews:		Maya.Andrews@bhcpns.org  
Margaret Ramos		mramos@copecenter.org 
			Joe Kimberl			copejoe@bellsouth.net
			Bob Estes (1)		bestes@copecenter.org	
			Bob Estes (2)		bobsts11@yahoo.com 
For Healthease clients: Tracy Peters  		tpeters@flatherapy.com  
FFN Worker:			VARIES – see current FFN Alpha Locator List


Referrals originating from Santa Rosa County DCF/FFN will always be sent to:

                    		Pam Patterson:        	pam.patterson@bhcpns.org     
			Tina Cain:			Tina_cain@dcf.state.fl.us  
			Marvin Dailey: 		Marvin.Dailey@bhcpns.org 
			Maya Andrews:		Maya.Andrews@bhcpns.org  
			Margaret Ramos		mramos@copecenter.org 
			Joe Kimberl			copejoe@bellsouth.net
			Bob Estes (1)		bestes@copecenter.org	
			Bob Estes (2)		bobsts11@yahoo.com
For Healthease clients: Tracy Peters  		tpeters@flatherapy.comawing@flatherapy.com 
FFN Worker:			VARIES – see current FFN Alpha Locator List


Referrals originating from Okaloosa County DCF/FFN will always be sent to:
           
Cory Borcherding:      	cory.borcherding@bhcpns.org  
Teresa Gomez:		Teresa_Gomez@dcf.state.fl.us
			Donna Morgan		dmorgan@bridgeway.org 
			Jamie Tutnjevic		jtutnjevic@bridgeway.org 
Margaret Ramos		mramos@copecenter.org 
			Joe Kimberl			copejoe@bellsouth.net
			Bob Estes (1)		bestes@copecenter.org	
		Bob Estes (2)		bobsts11@yahoo.com
FFN Worker:			VARIES – see current FFN Alpha Locator List


Referrals originating from Walton County DCF/FFN will always be sent to:

             	Cory Borcherding:      	cory.borcherding@bhcpns.org 
Teresa Gomez:		Teresa_Gomez@dcf.state.fl.us
			Pam Stuckey			pstuckey@copecenter.org  
			Lia Raper:  			eraper@copecenter.org    
			Margaret Ramos		mramos@copecenter.org 
			Joe Kimberl			copejoe@bellsouth.net
			Bob Estes (1)		bestes@copecenter.org	
			Bob Estes (2)		bobsts11@yahoo.com
FFN Worker:			VARIES – see current FFN Alpha Locator List

		If Shannon Brunson signs off on your reports also send copy to her:

Shannon Brunson:		shaebrunson@cox.net 
	

If the client is placed in a county different from the referral county, you must also send the report to the POINT OF CONTACT in the county where the client is placed:

Escambia County: 	Marvin Dailey: 	Marvin.Dailey@bhcpns.org 
				Maya Andrews:	Maya.Andrews@bhcpns.org  

Santa Rosa County: 	Marvin Dailey: 	Marvin.Dailey@bhcpns.org
				Maya Andrews:	Maya.Andrews@bhcpns.org  

		Okaloosa County: 	Donna Morgan		dmorgan@bridgeway.org 
						Jamie Tutnjevic	jtutnjevic@bridgeway.org 

		Walton County:		Lia Raper:  		eraper@copecenter.org         


You are responsible for getting your assessment e-mailed to the above people within the required time frames. That is 24 days from the time that the referral was originally SIGNED by DCF (Not when it was assigned to you.  You cannot be late in turning in your assessments to DCF. 

Before sending your hard copies to Margaret Ramos (COPE Inc., 3686 U. S. Hwy. 331 South, DeFuniak Springs, Florida, 32435.), use your checklist to make sure that you have your documents ready for COPE processing. The checklist must be sent with your documents. If your document is not ready for processing at COPE, your assessment and the invoice will be held until your documents are approved for processing.

HARD COPIES MUST BE SENT WITHIN 1 BUSINESS DAY OF COMPLETION OF YOUR ASSESSMENT!

Payment for your assessment will be mailed to you in about two weeks (or sooner) after your documents have been processed. The actual date you will receive your payment could vary depending on when you turned in your assessment in relation to the reimbursement schedule and the day Margret is able to process your assessment.

APPROVAL FOR EXTENSION REQUESTS

You must verbally discuss with Bob any issues that may cause a delay in your assessment while the situation is occurring. We have procedures in place to address just about any issue. If Bob approves an extension request, you must send it to us in written form to review the request and get approval. 
