Flowchart for New Requests (SMHS or SUD) Timely Access Tracking, Part 1
TA Request Form
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Make sure to select a PROGRAM for EACH Service being

requested. This “sends” the request to the appropriate program. Timely Access Tracking, Part 2

TA Request Form

Complete “Service Requested” Does the program require a non-

section of the TA Request Form to <—m<— psychiatry appointment prior to a

include all services being requested. PIN being scheduled?

Request the Psychiatry service by selecting “Non-
Psychiatry” in the “Services Requested” section and add
a note in the “Additional Comments” text box that the

client is also requested eval for psychiatry referral.
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Start here if you are the program rendering the
initial appointment.

Timely Access Tracking, Part 3
TA Appointment Form
Initial Appointment
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Fill out the “Closure Reason” |
Section before Finalizing the TA i
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Did another program offer the
initial appointment to the
client on your program’s
behalf?
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Finalize TA
o o Appointment Form

Pre-populate from TA Request Form.
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If no offered appointment is i
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another program did NOT enter |
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appointment yourself. TELE e 221

Yes successfully
________________________ reschedule the client?

Offer the client an initial Did Client Attend Make at least 3 attempts to
appointment. Initial Appointment? ireschedule before closing case. |

Re-open the TA Appointment form to |
populate date from the finalized i
Progress Note. Submit Appointment i
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Finalize Progress
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form as “Final.” Do not fill out the .
appointment.

“Closure Reason” section.

Timely Access Tracking, Part 4
TA Appointment Form
Follow Up Appointment

When you re-open form to enter the offered Follow Up date, the

attended initial appointment should pre-populate as long as you (\
finalized the attended initial appt progress note. e il Finalize TA

Fill out the “Closure Reason” Appointment Form
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Yes successfully
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Did Client Attend Make at least 3 attemptsto |
Follow Up Appt? reschedule before closing case.

i Do Not Fill out “Closure Reason” Section. Simply make i
| sure the Follow Up Attended date is populated, then !
| submit as “Final.” !

Re-open form to Pre-populate the Finalize TA
attended date from finalized progress Appointment Form
note.
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