How to Guide: Admin Paper Consent Tracking
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ABOUT THE ADMIN PAPER COSENT TRACKING FORM

Some providers may use the paper versions of the following forms rather than completing and
submitting them directly on Avatar. When this occurs, the provider must provide Admin with
the completed forms to be scanned into Avatar via the Document Capture and also tracked via
the Admin Paper Consent Tracking Form.

Alternatively, some providers might use Avatar to generate the following consent forms, print
them out, and then bring them to the client to obtain consent by having them sign the first
page form. In this case, only the first page of the Avatar generated consent forms, that
includes the client’s signature, needs to be scanned into the chart.

Advanced Health Care Directive Notice
Assignment of Benefits

Consent to Treatment

Release of Information

Notice of License/Registration/Trainee
Consent to Electronic Communication

Please review all paper consent forms provided to you prior to scanning them into Avatar and
tracking them to ensure all sections have been completed. If there is any required
information missing, please return to the form to the provider to add any missing information
before returning the form to you to scan and track.

WHERE TO FIND THE ADMIN PAPER CONSENT TRACKING FORM IN AVATAR

In the “Search Forms” field, type in “Admin Paper Consent Tracking” and select the form.
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Search Forms
| admin paper consent tracking|

e —.

Enter the client’s name you are tracking the consent for and double click to open.

Select Client x

dient, fake

Showing first 300 results.

Date Of Birth

HOW TO COMPLETE THE ADMIN PAPER CONSENT TRACKING FORM

After you have selected the client that you are entering the information for, you will see one of
two screens.

You will see either Screen A OR Screen B pop up next depending on if this is the first time a
consent has been entered into the tracker for the client or not.

Screen A Screen B

If this is the first time that consent is being If a consent has already previously been
tracked for the client, you will see the entered in for the client to be tracked,
following screen. you will see the following screen.

Enter the current date in “Date Entered.” DO
NOT CLICK SUBMIT. Click “Consent Tracking”
under “Date of Entry” on the left-hand side.

L L
Admin Paper Consent Tracking # Admin Paper Consent Tracking #

Select any date under “Date Entered”
and double click or press edit to open.

~Date Entered Date Entered

o Consent Tracking

Click on the second tab, “Consent Tracking” to open. You will see a list of all previous consents
that have already been entered into the system, OR this will be blank if no previous consents
have beenentered
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B et Admia Paper Consent Tracking + [ )

I
Type of Consent | Initial date of Cansent | Consent Retracted Date | Consent Exp Date | Release for Name/Agency

Consent to Release Information D3/22/2022 03/21/2023 test |_
B E— —" Verbal Release of PHI to Support Per...  03/22/2022 03/21/2023 test
4 | ] "
This list will be blank if no previous
consents have been entered.
Refer back to the consent documents that the provider gave to you to enter into the
Admin Paper Consent Tracking to see which consents you will be entering.
9.9 SANMATED COUNTY HEALTH Choot Mame: TEST JOLLY T
15 % BEHAVIORAL HEALTH  soacutcorss:3sic
%%/ & RECOVERY SERVICES **™ ™"
Consent/Authorizations Includeﬂ in .lhis Pt?:ket: 24 pages
:iﬂ;i}ﬁjﬂfi?‘gfﬂﬁf"m'“ Notice Here is an example of a printed consent
= Consent to Treatment SlgnEd by a client with MULTIPLE
= Notice of License/Registration/Trainee CONSENTS.

= Consent to Electronic Communications

Was this contact in English?: Yes

Language: N/A All of these consent types (except the

Other Language: N/A Notice of License/Registration/Trainee)
Language Services Offered? N/A would be entered in as a Type of Consent,
Other Interpreter: N/A one at a time.

Language for Printed Version: English

This provider reviewed this consent form with the C lient or A” consents have the same Date Of Cllent
ParentiGuardian/Representative: by phone CO nsent

Review of consent was conducted with the: Client
Name of Client: TEST JOLLY T

Date of Client consent: 4/12/2023

The Client authorized/approved this c t by:

Verbal consent

The Client was offered copy of this form: Accepted copy
General Comments: TEST

Client Verbal Consent: TEST JOLLY T

Verbal Consent Date: 4/12/202

To add a new or initial consent to the list, click on “Add New [tem”

e R —,

e i ~Consent Tracking
Type of Consent | Initial date of Consent i Consent Retracted Date | Consent Exp Date i Release for Name/Agency
BTN consent to Release Information 03/22/2022 03/21/2023 test
:— =, Verbal Release of PHI to Support Per...  03/22/2022 03/21/2023 test
L = Py M

Add New Item Edit Selected Item Delete Selected Item
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Select the “Type of Consent” you would like to add from the list. (NOTE: The documents
on this list might change/be updated from time to time). You can only enter one consent
at a time.

Type of Consent:
Medication Consent
Treatment Consent
Consent to Release Information
CalWin Consent
WPC Consent
WPC Release of Information
Verbal Release of PHI to Support Persons
Request for Access to PHI
Controlled Medication Agreement
Telehealth Informed Consent
Advance Health Care Directive Notice
Assignment of Benefits (AOB)
Cell Phone Agreement
Notice License/Registration/Trainee
BWT Consent
BWT ROI
Consent to Electronic Communications
BWT Univ Consent

Enter the Initial Date of Consent found on the documents provided to you. Most consents
do not have an expiration date, therefore in most cases this section can be left blank.

NOTE: A Release of Information will have an expiration date.

Initial date of Consent

S B =

Consent Retracted Date

S B =

Consent Exp Date
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CONSENT SPECIFIC INSTRUCTIONS

Release of Information

When entering in a Release of Information, select Consent to Release Information form
the list.

Type of Consent
Medication Consent

CalWin Consent
WPC Consent
WPC Release of Information

Verbal Release of PHI to Support Persons
Request for Access to PHI

Controlled Medication Agreement
Telehealth Informed Consent

Advance Health Care Directive Notice
Assignment of Benefits (AOB)

Cell Phone Agreement

Notice License/Registration/Trainee

BWT Consent

BWT ROI

Consent to Electronic Communications
BWT Univ Consent

Enter Initial Date of Consent and the Consent Expiration Date as well as the other required
(red) fields. You can find this information on the Release of Information (Authorization for
Use or Disclosure of PHI) provided to you by the client.

If you are unsure about any of the information provided, please ask the person who
submitted the form to you to clarify.

If there is a restriction noted, selected Yes and add any related information to the
Comment box.

If there are no restrictions noted on the consent, you can leave the check box and the
comment box blank.
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Type of Consent

Medication Consent

Treatment Consent

) Consent to Release Information

CalWn Consent

WPC Consent

WPC Rekease of Informaton

Verbal Release of PHI to Suppart Persons

Irital date of Consent

;
04/12/2023 '3 =
Corsent Retracted Date 5
“@a o=
Diate

04/12/2026 B =

Corsent Exp

Request for Access to PHI

Controled Medication Agreement
Tekheath Informed Consent
Advance Heakh Care Directive Notice
Assgnment of Benefits (AOB)

Cel Phone Agreernent

Notice License/Regstration/ Tranee
BWT Consent

BWT ROI

Consent to Flectronic Communications
BWT Unn Consent

elease for Name/Agency
ohn Smith

Redease For

ADD programs Jais/ Prison
APS/HSA Mother
Attorney Other
Court Polcaflaw enforcement
CPS/HSA Primary Care
Day care/preschool Probation-other countes
Education/Schoal SMC Probation
Famiy Member Socal Securty
[ Father Muthorized Representative
Resstriction Noted
Q Yes

omment

inly share appointment information.

HOW TO RETRACT A CONSENT

A provider may notify you that a client has requested to retract a previously agreed to
consent that you have entered into the Admin Paper Consent Tracking form. For example,
the client previously consented to share information with their father, but they’ve
changed their mind and no longer want to allow BHRS and the father to communicate.
You will need to retract the consent.

*If a provider asks you how to retract a consent they completed themselves, directly on
Avatar, via the Clinical Consent Form, please direct them to the How To Guide: Clinical
Consent Form for step-by-step instructions.

Double click on the consent to be retracted so that the consent information shows up on
the rest of the form.
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Reguest for Access to PHI

Cel Phone Agreement 020972022
[ S A S A3maAR

4

Type of Consent,
Medication Consent:
_ Triatment Consent
1@ Consent to Release Information
Calin Consent
WPC Consent
WPC Release of Information
_ Verbal Release of PHI to Suppart Persans
Request for Access to PHL
Controked Madicaton Agreemant
_ | Teleheath Informed Congent
Advance Heath Care Directive Notice:
Assgnenent of Banefis (ADE)
Cel Phone Agreement
 Notice License/Regstraton/Tranes
BWT Consent
BWT ROI
. Consent to Elactranic Communications
_ BWT Univ Consent

Release foe Nasne/Agency

Edgewood
Fedease For—
188 AOD programs L/ Prison
| APS[HSA  Mather
) s

Type in the Consent Retracted Date and Submit.

~Initial date of Consent

= —
04/22/2021 —

~Caonsent Retr,

Irvtial date of Consent:

wzmn g 5

~Consent Retracted Date

-Congant Exp Date —

04/21/2024 mn 0=

04/13/2023

~Consent Exp Date

\ba/21/2024 F—E']

The retraction will now show up on the Admin Paper Consent Tracking Widget.

Patient Hame Consent_Type Ketracted Date Helease for Bame [Agenuy
TEST, 30T T Consent in Rkt nformation o1 a0ay Edgewnod
TEST, IO T Treatment Consent
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HOW TO DELETE A CONSENT WHEN ENTERED BY MISTAKE

***Be careful to only delete a consent if it’s a mistake.***

In the list of consents under the Consent Tracking tab, click on the consent you would like
to delete and click Delete Selected item and Submit.

_
Consent Tracking

Type of Consent | Inkial date of Consent | Consect Retracted Date Consent Exp Date | Release for Name/Agency

Medication Consent

[¥] 70 Consent to Releass Information 10/15/2018 10/14/201% Hortence Feigledopper
W ‘ 4 Caneant te Balanes Tnfoems LY nu2rena Mansnen tegr =

n
Add Mew Ttem Edit Selected ftem Delete Selected Ttem

ADMIN PAPER CONSENT TRACKING WIDGET

Both Admin staff and Clinical staff can see what paper consents have been
entered/tracked into Avatar by looking at the Admin Paper Consent Tracking
Widget, including any consents that have been retracted.

Admin Paper Consent Tracking

Patient Name Consent_Type Retracted Date Release for |
CLIENT FAKE Telehealth Informed Consent
CLIEMT FAKE Treatment Consent
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