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Intake Flow Chart

Outpatient Clinic
/ Admistative Support Staff \

* Please refer to the EHR Manual Section
D4. "Process for MPN and OPC Referrals
and Intakes".

* Place Checklist and any supporting /Diagnostic Interview\
documents into the "Scheduled f
Bio/Intake" Folder and check daily. Therapist

* Complete all paperwork and

* Give packet to MHW the day before

the scheduled appointment. check off Checklist. Admistative Support Staff
* Place Checklist, any hard copy * Scan all hard copies into EHR. File
documentation, and timesheet them in the tickler binder.

into your folder.

K / * Put PCP Letter into Pending
BiOpSyChOSOCial Transcription Folder

Mental Health Worker * Upload Dictation for Transcription.
*"Complete" a Superbill. Use the * Place Checklist into "Incomplete
Diagnosis given to the clientin Charts" folder if additional
referral. Add Z Code to Superbill. / \ doucmentation is missing.

_ Admistative Support Staff Timesheet Checker
*Place Checklist and packet of hard ) ) * Scan completed Checklist to EHR and
copy documents into "Completed * Scan/Index all hard copies into EHR. * Check Timesheet with the file in tickler binder.
Bio/Scheduled Intakes" folder. information in EHR and hard copy
* Verify that all consents are completed. documents. * Check "Incomplete Charts" folder
*Place Timesheet in your folder. every Friday.
* Prepare packet for Therapist as * Place Dication Outline and PCP Letter
\ / quickly as possible. directly behind Checklist. * Leave messages for the Therapist to
” X remind them of missing documents.
* Place in "Scheduled Bio/Intake" Put Treatment‘Plan into TxP folder. If Include the Director on the message.
Folder and check daily. Treatment Plan is not completed,
inform Director right away.

* Give packet to MHW/Therapist the » Put letedli beeti
@before the scheduled appointmey Ti u C}(l)mIter]?j imesheet in
imesheet folder
* Place completed packet into "Intake

@kets to Scan/Index" folder. /

822 Marietta Avenue.Lancaster.PA.17603
535 Locust Street.Columbia.PA.17512
PH: 717.399.8288 F: 399.8968

05.12.22cm
Shared\admin\Organizational Charts\Work Flow Diagrams



