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Annual and Update 
Assessments 

 
 
 

In this lesson you will learn when an 
Annual Assessment and an Update 
Assessment are appropriate for a 
youths and adults, and you will 
examine the details of the information 
needed in these assessments.  

NOTE: Since the annual and update 
assessments are very similar to the 
admission assessments, there are no 
hands-on exercises or Concept 
Reviews for this lesson.  

 Lesson Objectives 
• Understand the Annual / Update Assessment 

window for both Adult and Youth 

• Understand how to create both an annual 
and update assessment for a client 
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LESSON SCENARIO 
Susan Sunshine has been a client for one year. At her next appointment, her clinician re-
evaluates Susan and documents changes in the Annual/Update Assessment window. 
Susan’s clinician can be use this window for both required annual assessments and also 
to create an update assessment at any point during Susan’s treatment. 
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UNDERSTANDING ADULT ANNUAL / UPDATE ASSESSMENT 
Annual assessments are required to ensure that changes in a client’s symptoms, 
behaviors, diagnosis, development of additional strengths, and intervening disclosures, 
crises, and hospitalizations are documented. Additionally, the Annual/Update 
Assessment form provides the periodic reporting elements required by the California 
Department of Mental Health (DMH) for statistical purposes.  

You use Update Assessments to provide new or additional information, at any time, to 
the client’s assessment. 

Depending on the assessment type, different pieces of the assessment are required for 
the complete annual or update assessment as follows: 

Assessment Type Pieces required for a complete assessment 

Annual LOCUS, BHRS Diagnosis, and if indicated on page 2 of the Annual Updates 
tab, Substance Use Assessment. Each of these must have been completed 
within the last 30 days. 

Update The ADULT Annual / Update Assessment window is all that is required. 

Special 
Assessment 

Only for clients returning from a contract agency or within 1 year of a 
discharge from all BHRS episodes. (See the Admission Assessments lesson 
for details.) 

NOTE: For child/youth, see CHILD/YOUTH Annual/Update Assessment later in this 
lesson. 

WHO CAN PERFORM THIS FUNCTION? 
Only Clinical staff working directly with the client can perform an assessment. 

MENU PATH 
Avatar CWSAssessmentsADULT Annual / Update Assessment 

Avatar CWSAssessmentsADULT Special Assessment 
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IDENTIFYING INFORMATION TAB PAGE 1 (ASSESSMENT INFORMATION) 
Begin to document client identifying information on this page.  

 

 
 

Field Description 

A) Assessment Type Annual: Yearly assessment that is due at client’s anniversary 
date. 

Update: Can be performed at any point between annual 
assessments if client’s circumstances have changed. 

B) Client Age Manually enter the client’s age in this field. 

C) Other If Other is checked in the Source of Information field, this field 
becomes required. 

IDENTIFYING INFORMATION TAB PAGE 2 (CSI INFORMATION) 
All fields on this page are required. Document the client’s education, employment 
status, living arrangement, and conservatorship/court status on this page.  

 
 

A 

B 

C 
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ANNUAL UPDATES TAB PAGE 1 (ANNUAL UPDATES) 
If the Admission Assessment was done in the same episode as the Annual Assessment, 
Client Strengths/Assets/Positive Coping Skills will automatically populate from the 
Admission Assessment. Always verify the information copied over from another 
assessment is accurate. 

Update any client information that has changed since the last Annual Assessment or 
Admission Assessment. All fields on this page are required. 

 
 

Field Description 

A) Client Strengths/Assets/ 
Positive Coping Skills 

This field autofills with information from the Admission 
Assessment if the Annual Assessment is being created for 
the same episode. 

 

A 
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ANNUAL UPDATES TAB PAGE 2 (SUBSTANCE USE INFORMATION) 
Update any client information that has changed since the last Annual Assessment or 
Admission Assessment. All fields on this page are required. 

 
 

Field Description 

A) Substance Use 
Issues Impacting 
Client 

If you check any of the boxes as shown in the previous picture, 
the Substance Use Assessment becomes required on the 
Finalize tab. 

If you check None, the Substance Use Assessment is not 
necessary on the Finalize tab. 

B) Changes in Client’s 
Substance Use Status 

If you select Yes, the Substance Use Assessment becomes 
required on the Finalize tab. 

ANNUAL UPDATES TAB PAGE 3 (TRAUMA INFORMATION) 
Trauma details are documented on this page. All fields are required, and information 
from the Admission Assessment (if in the same episode) automatically populates to the 
Trauma History and Trauma Details fields. Always verify the information copied to the 
assessment is accurate. 

 

A 

B 
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RISK ASSESSMENT TAB  
Use this tab to assess the client’s current and past risk of harm and current and past 
violence issues.  

MEDICATION HISTORY (OPTIONAL) TAB 
The information in this table autofills from the Admission Assessment. For a detailed 
explanation of how to add, edit, or delete information in a Multiple Entry Table, see 
Lesson 6 in the Introduction to Avatar manual. 
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CLINICAL FORMULATION TAB  
Use this tab to document the client’s impairments and to document your annual clinical 
formulation. 

FINALIZE TAB 
Use this tab to submit the information as Draft or Final. If you are an intern and need a 
manager’s approval for this assessment, you have the option to select a staff member to 
send the Substance Use assessment to for review and to provide outgoing comments. 

Date/clinician name in the assessment dropdown lists on this page are available from 
assessments completed in the last 30 days only. If a clinician did not previously 
complete an initial assessment, the other parts of the Admission Assessment Bundle 
(Substance Use Assessment, LOCUS Assessment, and Diagnosis Assessment) need to be 
completed and finalized before the assessment can be submitted as final. 

 IMPORTANT 
If you know you have submitted all related assessments as final within the last 60 days 
but you don’t see them in the dropdowns on this tab, save this window as a draft and 
re-open the ADULT Annual / Update window. This refreshes the content in the 
dropdown fields. 
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CHILD/YOUTH ANNUAL / UPDATE ASSESSMENT  
Annual assessments are required to ensure that changes in a client’s symptoms, 
behaviors, diagnosis, development of additional strengths, and intervening disclosures, 
crises, and hospitalizations are documented. Additionally, the Annual/Update 
Assessment window provides the periodic reporting elements required by the California 
Department of Mental Health (DMH) for statistical purposes.  

You use Update Assessments to provide new or additional information, at any time, to 
the client’s assessment. 

NOTE: For adult, see ADULT Annual/Update Assessment. 

WHO CAN PERFORM THIS FUNCTION? 
Only Clinical staff working directly with the client can perform an assessment. 

MENU PATH 
Avatar CWSAssessmentsCHILD/YOUTH Annual / Update Assessment 

IDENTIFYING INFORMATION TAB PAGE 1 (IDENTIFYING INFORMATION) 
Document basic identifying information here.  
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IDENTIFYING INFORMATION TAB PAGE 2 (CSI DATA) 
All fields on this page are required. The information on this page is for state tracking. 
You should complete all fields on this page. Document the client’s education, 
employment status, living arrangement, and conservatorship/court status on this page.  

ANNUAL UPDATES TAB PAGE 1 (ANNUAL UPDATES) 
All fields on this page are required. Document any updates to Psychosocial History, 
Psychiatric and Medical History, and Child/Youth and Family Strengths and Assets on 
this page. 

NOTE: I.E.P. fields are included in reports to school districts and are available to other 
locations outside of San Mateo BHRS. 

ANNUAL UPDATES TAB PAGE 2 (SUBSTANCE USE INFORMATION) 
Use this page to indicate known substance use issues and to indicate changes in 
substance use since the last assessment.  

 
 
Field Description 

A) SUBSTANCE USE 
Issues Known to 
Impact Client 

If you check any of the boxes as shown in the above picture, the 
Substance Use Assessment becomes required on the Finalize tab. 

If you check None, the Substance Use Assessment is not necessary 
on the Finalize tab. 

ANNUAL UPDATES TAB PAGE 3 (TRAUMA INFORMATION) 
Document any trauma history and details in the life of the client or the family. 

 
 

A 
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RISK ASSESSMENT TAB  
Use this tab to document past and current risk of harm and past and current violence 
issues.   

MEDICATION HISTORY TAB 
The information in this table automatically populates from the Admission Assessment. 
For a detailed explanation of how to add, edit, or delete information on a Multiple Entry 
Table, see Lesson 6 in the Introduction to Avatar manual. 

CLINICAL FORMULATION/SUMMARY TAB PAGE 1 (FORMULATION) 
Use this page to document the client’s impairments, indicate whether it’s probable that 
the client will progress developmentally, and to document your clinical formulation.  

CLINICAL FORMULATION/SUMMARY TAB PAGE 2 (SPECIAL EDUCATION) 
If you answer Yes in the 26.5 Eligible field, all other fields on this page become required. 
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FINALIZE TAB 
Use this tab to submit the information as a Draft or Final. If you are an intern and need a 
manager’s approval for this assessment, you have the option to select another staff 
member to send the Substance Use assessment to for review and to provide outgoing 
comments. 

Date/clinician name in the assessment drop down lists on this page are available from 
the last 60 days only. If a clinician has not previously completed an initial assessment, 
the other parts of the Admission Assessment bundle (Substance Use Assessment, 
CALOCUS, and Diagnosis Assessment) need to be completed and finalized before the 
assessment can be submitted as final. 

 IMPORTANT 
If you know you have submitted all related assessments as final within the last 60 days 
but don’t see them in the dropdowns on this tab, save this window as a draft and re-
open the CHILD/YOUTH Annual/Update Assessment window. This refreshes the content 
in the dropdown fields. 

In the following picture, the Substance Use Assessment is not required because None 
was selected on page 2 (Substance Use) of the Annual Updates tab. 

 
 
 
 
 


	Lesson Scenario
	Understanding ADULT Annual / Update Assessment
	Who Can Perform This Function?
	Menu Path
	Identifying Information Tab Page 1 (Assessment Information)
	Identifying Information Tab Page 2 (CSI Information)
	Annual Updates Tab Page 1 (Annual Updates)
	Annual Updates Tab Page 2 (Substance Use Information)
	Annual Updates Tab Page 3 (Trauma Information)
	Risk Assessment Tab
	Medication History (Optional) Tab
	Clinical Formulation Tab
	Finalize tab
	CHILD/YOUTH Annual / Update Assessment

	Who Can Perform This Function?
	Menu Path
	Identifying Information Tab Page 1 (Identifying Information)
	Identifying Information Tab Page 2 (CSI Data)
	Annual Updates Tab Page 1 (Annual Updates)
	Annual Updates Tab Page 2 (Substance Use Information)
	Annual Updates Tab Page 3 (Trauma Information)
	Risk Assessment tab
	Medication History Tab
	Clinical Formulation/Summary Tab Page 1 (Formulation)
	Clinical Formulation/Summary Tab Page 2 (Special Education)
	Finalize Tab


