SUD Timely Access Guide

DHCS requires that BHS track timely access to all SUD treatment programs. They
are specifically interested in the first available appointment that we can offer the
client, even if that time slot does not work for the client.

The Timely Access form is used when the client is not admitted to the program.

The Timely Access form can be used without registering the client in Avatar.

This document will provide guidance on the following topics,
e When to use Timely Access
e How to locate/search for the form
e How to navigate/document in the form
e How to locate/run associated report (s)
e How to get additional help/guidance
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eTmelyAccess I

First Request for Services Registered Client [Hame
-
Walk-in / Callin Time = Check this box if client is not registered.
O T e Hae B e
Walk-in [ Cal-in Program Non-Regstered Chent Name
Type of Service Requested HNon-Registered Client Date of Birth
Outpavent | SUD Residential  Wahdrawal Mgmt - .
Appointment Date Offered @ Select Outpatient Program
C =
Appointment Type Select SUD Residential Program
Primary Language Select Withdrawal Mgmt Program

Click "Yes' if appointment date offered does not follow this within 10 b days for O ient, within 10 cale days for R an
within 48 hours for Withdrawal Mgmt, Enter your rationale below.

Yes (Tf you choose “Yes" in emror, dlick "Yes" again, then press the "F5" Key to clesr qption.)

Rationale
“
-2
Neres
~[F
1

Placement Issues

History of Viclence Assauk Arson
Threstening/Hostle Aggressive Sexally Acting Out History of Verbal Abuse
Active Substance Use Self-Harm Language

Wandering Medication Non-Compliance Refuses Level of Care

Other (type into the below bax)
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When to Use Timely Access:

Use this form whenever a potential client is seeking services at your program.

The date of “First Request for Services” is the date the potential client or court
appointed legal guardian (someone who can legally sign a consent form on behalf
of client) requests services.

This form is not intended to capture the date of referral. For example, you would
not enter the date that TAP (or any other entity or program) refers the client to
your program.

In most cases, the client consents to their own treatment. Here are examples
when a legal guardian is involved.

e The client is a minor and does not qualify for minor consent. In these cases,
the parent or foster parent is legally able to consent for treatment.

e |[f the client is gravely disabled and has an appointed conservator, the
conservator is legally able to consent for treatment.
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How to locate Timely Access:

SUD Timely Access Guide

In the Avatar Search Forms box, type ‘Timely Access’ and select it from the drop

down list.

Client

My Clients edit

My Forms

Forms & Data

B My Calendar -~

- -

Recent Clients

Search Clients advanced

Close Open Clients

Recent Psychiatric Inpatient Admissions

Admission =

Name Episode Date

Mo recent

Display User Account Report
Refresh Caseloads

Quick User Update
Treatment Plan Deletion
User Definition

Delete Last Movement

User Accounts with No Activity 90 days

- v

'Recent Forms

10:00 A

11:00 A

User Definition
Timely Access
SUD Level of Care Recommendation

Search Forms

[Eimely access| E

Name

12.00 P

1.00 P

Menu Path

Timely Access

Avatar PM [ New Forms I

Timely Access Reports (Management)
Timely Access Report (Program)
Timely Access and Access Call Log Report

Avatar PM [ New Forms
Avatar PM [ New Forms
Avatar PM [ New Forms

1 through 5 of 5

Next, there is a prompt to enter your name. Enter your first or last name in the
seach box located at the top of this window. Locate you and single click on your
name from the drop down results. Click on the ‘Select’ button to proceed to

Timely Access.

Select UserlDf User Descrplion

x

e I

o =
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How to locate Timely Access (continued):

Timely Access will now display (as shown on page 1 of this document).

However, if you have completed a previous entry in Timely Access, you will first
see the window below which lists all your previous entries.

First Request for Services Data Entry By (Login

T T TN TR

To proceed to Timely Access from here, click on the “ADD” button located at the
bottom of this window (shown above).

The other buttons available here are,
e Edit will allow you to correct information in the selected entry.
e Delete will remove the selected entry.
e Cancel will return you to the Avatar Homeview.
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How to Use Timely Access (Form Navigation):

There is a specific way to successfully navigate through Timely Access. Begin by
completing the top section of the form before moving down to the next section.
Complete fields on the left side before moving to the fields on the right side
within each section. This form is separated into three sections.

_

First Poquast b Sevven

et @
Wk [ Cabin Time e Co L
a » T E e B B e (Top)
e ] ks oy Section 1
(Middle)
Section 2
wtre 41 houy for WINOrrew Ugmt Erier you ratornse telos
You (1 you chocee Yau" s e, ek Yeu" agen, shen srews the F5” Ky 3 clewr apeen,
Auscrae
7
- > (Bottom)
T4 Section 3

Placomare Lisuer
oy of Voo Ane.t Anor
Thresneneg Hotia Agy e e Semab, Aceng Out ez of Vote Adse
Ao e Suttacce Lue Sof o= angaage
Warderg Meccaton hos-Compharce Refines Lavwl of Cae
Crher (190 723 Pha deow dox
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How to Use Timely Access (Continued):

Section 1 is the most important section to navigate correctly. Selections in this
section will enable and require fields in other sections.

Section 1

First Request for Services Registered Client [Name
2
0 =
Walk-in [ Call-in Time Check this box if client is not registered.

e ey B e

Walk-in | Call-in Program Non-Regstered Clent Name
Type of Seivice Requasted Hon-Registered Client Date of Birth
Dutnatent SUD Residential Withdrawal Mamt - .

By default, today’s date and time are entered into ‘First Request for Services’ and
‘Walk-in/Call-in Time’. These can be modified by you. Next, select the program
your program from the ‘Walk-in/Call-in Program’ field.

It is important to identify the ‘Type of Service Requested’ by selecting Outpatient,
SUD Residential or Withdrawal Mgmt before completing the rest of this form.
This selection prompt you to complete other fields in the form.

To verify if the individual already exists in Avatar, search for the client by entering
their name into ‘Registered Client Name’. If you determine the individual
registered, checkmark ‘Yes’ which will enable and require the fields for ‘Non-
Registered Client Name’ and ‘Non-Registered Client Date of Birth’. Proceed to
complete these fields before moving to the next section of this form.

Registered Client Name’ and ‘Non-Registered Client Date of Birth’. Proceed to
complete these fields before moving to Section 2 (middle) of this form.
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How to Use Timely Access (continued):

In Section 2 of this form, we continue using the same left to right process to
completing the fields. As previously mentioned, selecting a type of service
requested (Outpatient, SUD Residential, Withdrawal Mgmt.) will enable and
require other fields in this section.

Section 2

Appointment Date Offer

ed
“8 0=

Salect SUD Residential Program

Select Withdrawal Mgmt Program

Appointment Type
Primary Language

Complete all required fields including the ‘Appointment Date Offered’ and
select a program for the service requested (Outpatient, SUD Residential, or
Withdrawal Mgmt.) before proceeding to Section 3.
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How to Use Timely Access (continued):

Section 3 of the form has a few important fields some of which will be enabled
and required based on the type of service that was requested.

Section 3

Click "Yes if sppointment date offered does not follow this requirement: within 10 business days for Outpatient, within 10 calendar days for Residential an
within 48 hours for Withdrawal Mgmt. Enter your rationale below.
® ves (I you choose “Yes" in ermor, click “Yes " again. then press the "F5" Key to clear aption.)

Ratonze

Placement Issues
History of Viokenos Aszauk Arson

Threatening/Hostiks/ Aggr essive Samually Acting Out History of Verbal Abuss
Active Substance Use Seff-Harm Language
Wandering Medication Mon-Compliance Rafuses Lavel of Cars

Other (type into the balow box)

There is an attestation at the top of this section that states, “Click ‘Yes’, if
Appointment Date Offered does not follow this requirement”. There are specific
timelines for Outpatient, SUD Residential, and Withdrawal Mgmt described
below.

e Qutpatient: Appointment Date Offered is within 10 business days from the
date entered into field ‘First Request for Services’ located at the top of the
form in Section 1.

e SUD Residential: Appointment Date Offered is with 10 calendar days from
the date entered into field ‘First Request for Services’ located at the top of
the form in Section 1.

e Withdrawal Mgmt: Appointment Date Offered is with 48 hours from the
date entered into field ‘First Request for Services’ located at the top of the
form in Section 1.

If ‘Yes’ is clicked, the ‘Rationale’ field will be enabled and required. Enter your
rationale for not meeting the target timeframe for an appointment.
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How to Use Timely Access (continued):

Any notes that you would like to include can be entered into the ‘Notes’ field
located at the bottom of Section 3.

Click “Yes if appointment date offered does not follow this requirement; within 10 business days for Qutpatient, within 10 calendar days for Residential an
within 48 hours for Withdrawal Mgmt, Enter your rationale below.

@® Yes (¥Fyou choose “Yes" in emor, diick “Yes" again, then press the "F5" Key to dlear apgion. )

Razeorazle
-
-3
MNotes
~F
K

Placement Issues

History of Viokence Aszauk Arson
Threatening/Hostike/Aggressive Seually Acting Out History of Verbal Abuse
Active Substance Use Self-Harm Language

Wandering Medication Non-Compliance Refusas Level of Care

Orther (type into the below box)

Finally, the ‘Placement Issues’ section will become enabled only when ‘SUD
Residential’ or ‘Withdrawal Mgmt’ are selected as ‘Type of Requested Service’.
You can check more than one box in ‘Placement Issues’. Selecting ‘Other’ will

enable the small box below where you can enter a placement issue that is not
already listed.
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How to Locate and Run the Timely Access Report:

In the Avatar Search Forms box, type ‘Timely Access’ and select ‘Timely Access
and Access Call Log Report’ from the drop down list. If you do not see this report
in the drop down list, please contact the Avatar Help Desk to request access.

-
My Views: [FIOMEVIEWRESSANRI Acmit Medical PURQC RESIDENTIAL SUD TPOCSA ToDo - Selected Client: Episod

XSl  Client Staff Sl B Forms&Data - [ MyCalendar & Monday Mar 1, 2021 -+
My Clients edit My Forms Edi G Mon, M
>Testdient, Andres (999083699) Display User Account Report
>Testdient, Summary Y Sr Dr (000000001) Refresh Caseloads

Quick User Update

Treatment Plan Deletion
User Definition
Delete Last Movement

ser Accounts w

- -
Recent Forms
User Definition

- v Timely Access and Access Call Log Report
Recent Clients Timely Access

Search Forms

timely

Menu Path

AJOA D17 Timely Access Report by Program Avatar PM / Performance Objective Reports

Search Clients advanced

CalOMS Discharge Timely Status Avatar PM / Performance Objective Reports
Close Open Clients Timely Access Avatar PM / New Forms

Timely Access Reports (Management) Avatar PM [ New Forms

Recent Psychiatric I

Timely Access Report (Program)

Avatar PM / New Forms

§ Admission =
Name Episode Date

No recent
Admissinne

[

Message Center Summary Y Sr...  Review 10 Uo [tem AQUIt/OIder AGUTt Assessment (Short]. UBJU%/2017  Mauricio Torret
Summary Y Sr... Review To Do item Adult/Older Adult Assessment {Long) 06/04/2017 Mauricio Torres
Summary Y Sr... Review To Do Item CANS CYF 0/4 Assessment 06/04/2017 Mauricio Torre:
Summary Y Sr... Review To Do Item CANS CYF 5/18 Assessment 06/04/2017 Mauricio Torre:

Below is the report window. Enter a date range that will include your entries
in Timely Access. As you can see, there is no prompt for your name. The
report can only be run by the person that created the entry in Timely Access.

. T-lme'v e —- Report ’ _

[_1 Start Date End Date
T
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Timely Access Report (Continued):

Below is a screenshot of the report. If there is no data on the report, rerun it
using a larger date range between the Start Date/End Date.

"’%i City and County of San Frandi
MY et of Buslio Hedth Timely Access and Access Call Log Report
for Date Range 2/2/2021 to 2/3/2021

COMMUNITY BEEHAVDRIAL HEALTH SERVE ES

Walk-in/Call-in Program ACCESS Soreeihg
Crient Name Appointrent Days  Attestation Appointment Progranm Appointment Type Primary Care Provider lnsumnce Plam
Date Offered  Difference
Walke-iniCaliin Date  2/2/2021
1146 AN Mawrch Tormes
JUNG CARL 2022021 o limmatial call
Total Number of Wal k-in/Call-in Clients for date: 20220210 1

Walk-iniCaliin Date  2/3/2021
LERERL nanrkco Tames
SENDR,FRANK 2732021 o lbm atoral call
Total Number of Wa k-in/Call-in Clients for dde: 23/2021: 1

Total Number of W k-infCall-in Clients for Wal k-in/Call-in program - ACCESS Screening for daerange: 2

%of Appointments CHered Within 10businessdays of Call-infalk-in for Frogram - ACCESS Soresning within dtersnge: 10000 %
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For Help using Timely Access:

Questions regarding policy, procedure or specific situations can be directed to Erik
Dubon (erik.dubon@sfdph.org).

Technical questions regarding errors or problems with the form or report can be
directed to Avatar Help Desk (avatarhelp@sfdph.org ). Avatar Help Desk is
available Monday-Friday (except on Holidays) from 8:00 AM to 5:00 PM.
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