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Welcome to RIFIS!

The Rhode Island Family Information System (RIFIS) is the data collection system for
the Family and Community System of Care (FCSC) initiative of the Rhode Island
Department of Children, Youth and Families (DCYF). The lead and partner agencies
within the Family Care Community Partnerships (FCCPs) will use RIFIS to track the
child, family and service information associated with wraparound service planning and
delivery.

RIFIS utilizes the Harmony Integrated Case Management solution, a web-based
application providing tools for case management, service coordination and reporting that
has been configured to automate the requirements and instruments defined by the Data
Analytic Center (DAC). RIFIS data will be used to monitor and evaluate care
coordination performance and child welfare outcomes.

The wraparound service model implemented in RIFIS builds on a core workflow
involving the following steps:

Referral and Screening

Intake

Assessment

Service Planning

Service Delivery

Transition

S S

Referral Service Delivery

Screening Service Planning

Intake Assessment
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Your Role determines your access to both tools — chapters, tabs, and pages — and
information — child/youth records — within RIFIS. If you have access to more than one
Role, you can “Change Role” to access different options.

RIFIS contains three basic types of Roles for agency users:

Intake Worker

The Intake Worker role allows searching and adding child/youth records across FCCP
region to facilitate the referral process, but without access to the full case

FSCC

The FSCC role provides access to the full case for children/youth referred to the
user’s agency.

Supervisor

The Supervisor role allows greater access to cases within the assigned FCCP
region(s).

FSCC and Supervisor Roles are distinct for each FCCP region.
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Children

The Children Chapter contains information on children/youth and recipients of services.
Children/Youth demographics are the starting point of case management/care
coordination. RIFIS uses a child-centered case management approach. Each case is built
around a target child. The core components of a case include:

e Demographics

e FCCP Open/Close

e Agency Intake

Within a target child’s case, family information is tracked in several places:
e Demographics: Family Name and Family ID
e Family Relations: Family Members
e Assessments & Forms: Additional Family Information
e Plans: Family Service Plan
e Activities: Services Delivered to Family Members

Johnny Rocket

RIFIS ID GO232 Family ID 999030767
Status Active PER ID
Last Name Rocket DOEB 8/16/1997
First Narme Johnny 55N 900-08-1697
Daemeographics FCCr Open/Clasc Agency Intalee
Famlly Relations Matural Supports/ Case Relatlons
Assessments B Forms Ciagnosis
Flans Activities FProgress Notes Notes

Demographics

Gender Male Age 14.1
Race Other Family Mame Rocket, Jane
Agency 1D PS777 Brimary Language English

Contact Information

Straet 7 Wipple Ln State RI
Straat 7 Fip Cnde
City lamd L Ehope Numb

In the Children Chapter, the header bar displays the name of the currently selected
child/youth. The data for the child/youth is broken out into the following tabs:

¢ Demographics - Contains basic identifying and demographic data on a target
child/youth including name, date of birth, ID numbers and contact information.
The Demographics record is the primary record representing the child/youth in
RIFIS.
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¢ FCCP Open/Close — Associates the child/youth to an FCCP region.

¢ Agency Intake — Associates a child/youth with an agency, designating assigned
worker(s) and practice model(s).

e Family Relations — Identifies family members related to the target child/youth.

¢ Natural Supports/Case Relations — Identifies other people associated with the
child/youth, such as Parent Support Partners, social workers, and court appointed
advocates.

¢ Assessments and Forms — Contains additional assessment tools and FCCP data
collection forms, including the Intake Form (1-A, 1-B, 1-C), the Risk
Management Plan, the Strengths/Need/Cultural Discovery, the Team Meeting and
the NCFAS, Ohio, Ages and Stages, CGAS.

¢ Diagnosis — Identifies applicable diagnoses across the DSM Axes.

® Plans — Documents the Family Service Plan for the child/youth/family, including
Needs/Goals, Strengths, Objectives, Action Steps, and Planned Services.

e Activities — Tracks services delivered to the child/youth and family members,
both within and outside the FCCP.

* Progress Notes — Tracks narrative progress note entries for case activity.

* Notes — Tracks narrative general case note entries for case activity such as
contacts with the referral source, family or natural supports.

Menu Bar

Throughout the Children Chapter, a standard menu bar appears at the top of each tab with
the following options:

File

The “File” menu item from the “Demographics” page allows users to “Add New
Demographic Search”, add a new record for the current tab, or “Print” the current screen.
Ticklers

The “Ticklers” menu item allows users to view and edit ticklers that pertain to the
currently displayed child/youth.

Ticklers are reminders to workers that an action is to be performed when an event occurs.
The action to be performed could be a form to fill out, a screen to complete, a meeting to

hold, complete an assessment or a risk management plan, etc.

Ticklers could be reminders for recurrent actions or for on-time events.

10
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In addition, ticklers serve as the basis of the “Workflow Wizard” function. When users
decline to complete a tickler item requested by a Workflow Wizard, they will receive a
tickler prompting them to do so automatically. Ticklers are established by the Systems
Administrator and can be added or revised at any time.

Providers

The Providers Chapter contains records for each lead and partner agency serving
children/youth/families in RIFIS. The Provider Chapter includes tabs for the primary
Provider record and contact information, the agency’s Workers, and the available
services coordinated and/or offered by a provider.

When first accessed, the “Providers” chapter displays a search page allowing users to
access a target provider’s record from running a search using some of the criteria they
gathered about the provider.

After returning a list of potential providers which records match the criteria entered, users
may choose from the list the provider they target. Once a provider’s record is accessed, a
page similar to the following appears:

File  Edit

L J
harmony. -

Child and Family Services of Newport

Broviders FCCPs Workers Service Codes List Agency Intakes List

Basic Information

Frovider Name Child and Family

P wi v
Services of Newport rovider Type Lead

Short Name Monitor - DCYF Veloz-Rocheleau, Evelyn

Mailing Address
Parent Company

Address
Contsct Address

Mailing Hame

Mailing Contact Name

Attach Parent Company

Mailing Address Same ==

Child and Family
Services of Newport
No

Yas

Child and Family

S i fN o,
-"'-4.—'&-.'"1--Mr':?i'l.j - \""“\

Mziling Street 2
Mailing City

Mziling State
Mziling Zip Code

Mziling Phone

Provider Number 13-01 Monitor - FER Pace, Frank

Active Yes Maonitor - CPS DeOrsey-Smith, Karen
External No Comment

Contact Information

Contact Name Phone

Street 21 John Clarke Road Extansion

Street 2 Fax

City Middletown Email

State RI Website www.childand familyri.com
Zip Code 02342

Middletown

RI

023842

; \-"\-"\.1:\ s Ve W W Y

11
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The upper portion of the page always appears while users are accessing the various
tabs of the “Providers” chapter.
In the Providers Chapter, the data for the provider is broken out into the following tabs:

¢ Providers - Contains the demographic data on service providers and programs.
¢ FCCPs - Contains all existing FCCP (fund) codes for the provider.
*  Workers — Contains information about employees of the provider.

¢ Service Codes List- Contains all services that are coordinated or delivered by a
provider.

¢ Agency Intakes List - Contains all existing children/youth with an Agency Intake
record for a current provider.

Menu Bar

Throughout the “Providers” chapter, a standard menu bar appears at the top of each page
providing the following items: File and Edit.

File

The “File” menu item allows users to “Add Providers.

Edit

The “Edit” menu item provides users with the possibility to edit information contained in
the “Provider” tab.

Reports

The Reports Chapter contains child specific and aggregate reports across cases, including
sandard, custom and ad hoc reports. There are two child/youth specific reports that
available via the Children Chapter: The Intake Report and Family Service Plan Report.

- — —— | !
-

3

gn out f{

(

T

o . 4

&

jl.
|
i
{

2
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Allows searching and adding child/youth records across FCCP region to facilitate the
referral process, but without access to the full case

&

Change Role

RIFIS Intake Worker B4 h Or m C} ﬂ l}/u

Welcome, Sheila Chase

Quick Search

| Participating

Children 54

Last Name ] Select "Intake Worker" Role
Advanced Search and Click "Go"
| Children |

| Sign Dutl | J
P P N

RIFIS stores information on children/youth and recipients of services in the Children
Chapter. When the Children Chapter is first accessed during a user’s login session, the
Advanced Search page displays, allowing users to search for an existing target
child/youth’s record.

£
Change Role ) ;
RIFIS Intake Worker {j .h. ..q,,,[. r.ﬂ. Cr}ﬂy\.
Waelcome, Sheila Chase
Quick Search Filtar
¥ participati T — = : 3
l M participating E Last Name [ | Begins with [~ anD (2
i ] . R -
Children &4 [l show Children :‘ Equal To l____j Cnly Participating L__J AND D :
Last Name E | =
Advanced Search C||Ck. an 1 -
Y Advanced Search J
| Sign out | . -
57231 Brewster Punky 05/03/2002 -
57232 day moon 0i/01/15399 -
57223 Lennon John 01/01/1999 -
57235 Doe John 03/01/1998 - 3
57238 Erown C) 04/01/2009 - 4
57240 Joseph rhn. 0z/2 ."2009 -
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e [F Advanced Search returns a record in the list view that is a match, select
existing child/youth from the list view. Child/Youth demographic view will
display as shown below.

® As shown below, the Intake Worker Role will only give access to the
Demographics and FCCP Open/Close tabs.

|'Change Role |

RIFIS Intake Worker ] h ALma.nM.

Sk Seereh _
|| W carticipating

RIFIS ID 57223 Family ID 22
ICh\IdrEn vl m
- Status Active PEP ID
|Last Name j' Lennon DOB 1/1/1999
Advanced Search i Joh SSH 999-99-9999 -
I FCCP Open/Close Page Tabs (
|I | Demographics |
| Sign Out | Date of Birth 1/1/1999 Age 11.3
Gender Male RIFIS ID 57233 3
Race Caucasian [White Brimary Language English X
Contact Information
Street 22 Strawberry Field Dr. State RI
Strest 2 Zip Code 02840

Newport Home Phons Number (401) 555-1212

City ] b
ot P g e P et B BN s e B P Y

Entering a Target Child’s Demographics is the Start of a Record
in RIFIS.

IF Advanced Search does not find a match with the child/yvouth information vou
entered:

1. Select “Add New Demographic Search” from the “File” menu to display a “New
Child/Youth Search” page.

(

harmony.

Welcome, Sheila Chase

Filter
|:||Last Name #| Equal To Sonite AMD :
|:||Fir5t Name #| Begins With Sam OR .
[+|[ooe +[ Equal To 7/7/2007 ]| oR b

FundCode (

| Search || Reset || Add MHewr |

S J,\__ . ___*Wh-"*w—q____\ o “_"‘-J‘\‘"""m\-t..

2. Enter Last Name, First Name, and DOB in the available fields.
3. Click on the “Search” button to run the search according to the criteria entered.

4. Click on the “Add New” -- button if no match is found — to open the
“Demographics” page.

15
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5. Identify an FCCP (please be sure to select the correct region (EB, WB, NRI, or
UCQ) it is easy to accidentally click on and save the incorrect one. If, this happens
contact the RIFIS System Administrator before adding any other information to
record.

6. Enter all required (>X< marked with red asterisk) and ID information in the fields
provided and select “Save” from the “File” menu.

Welcome, Sheila Chase

Basic Demographics

Confidentis r

Initial FCCP * I_;[ .
Last Name * [Chaplin ?
First Name * Charlie 4
Middls Name : ;
Suffix |_;[ '
Alizs I

Family Name | ’
DoE * [s/16/2008

Age I f
Gender * |
Target Child r {
SsH | ;
-h"w-m-u-l-l-*u.-‘\*-w wxw“r" I\-. s ™ ‘”‘"‘-*w-...._.I o r

Editing a “Demographics” Record

1. Select “Edit Demographics” from the “Edit” menu bar on a child/youth’s record
and the “Edit Demographics” page appears.

2. Perform any necessary changes and select “Save” from the “File” menu.

16
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Opening a Target Child to the FCCP

e Saving and Closing the NEW child/youth Demographics page will advance you to
the FCCP Open/Close page automatically.

File  Word Merge B
-»

harmony.

FCCP Open/Close | FCCP
#
FCCP B

Contact Notes
Disposition * Fending

Disposition Date 4/30/2010

!

Track Disposition

Disposition = Pending
will automatically default
Referrzl Time * See Glossary for

FCCP Open/Close
disposition definitions

Feferrzl Date * 4/30/2010

&l

|

Cpen Date 4/30/2010

COpen Time

First Contact Date

ENE

First Face-to-Face Contact
Date
First Face-to-Face Contact
Time

. _— * .
Primary Worker Chase, Sheila ! Deat=zils
Secondary Workeer !-

Y Clear
Data Entry Date 4/30/2010

Raferral Sourca

- J’b-"".- "'“ ¥_Er Sﬂr\.:f b ‘,.‘_,*.'\ ,.""“‘.\_ \_.h,'ﬁ_\_ﬁ\ A’,'b‘\ -s—.n-l--\_r\'\_ _"._1_“:__

1. Enter at least all required information. The dates default to the current date; that
and the “Primary Worker” can be overwritten.

2. Select “Save” from the “File” menu.

Editing an “FCCP OpenClose” Record

1. Click on the target summary record from the “FCCP Open/Close” tab list view to
display the “Edit FCCP Open/Close” page.

17
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Initial Steps for FSCC Once Assigned a Child/Youth/Family

The FSCC role provides access to the full case for children/youth referred to the user’s
agency.

Harmony v7.3.2.2 File

Change Role

FSCC EB ] Select "FSCC" Role and

Click "Go"
| My RIFIS W |

Quick Search

[children
E Agency Intake

| Participating 11 Open

Children |:| z Fending

El Ticklers
Last Mame D 20 Ticklers

El FCCP OpentClose
5 Pending

nced Se

rch

| Children |
| Reports |

| Sign Out |
it P o N W N NSy

RIFIS stores information on children/youth and recipients of services in the Children
Chapter. When the Children Chapter is first accessed during a user’s login session, the
Advanced Search page displays, allowing users to search for an existing target
child/youth’s record within assigned FCCP region (i.e. EB, WB, NRI, UC).

\
Change Role
FSCC ES = hOr m.a.n.. Advanced Sear{
Welcome, Sheila Chase 4/30/2010 10:51 AR
| My RIFIS |
Filter
Quick Search E Last Mame &3] | Begins with [¥] ano B3 J
| [ particinating E Show Children L.i‘ Equal To Ij Only Participating D AND i:\ .
Children 53 RIFIS MNo. |j
Last Name [~] (
advanced Search *
— % | 57231 Brevstar Punky 05/03/2002 - X
| Reports 57233 Lennon John 01/01/1599 *
= 57271 it z 03/11/2010
| SN0 O0k | 78 Gw I4 ;:rew f;uzu 0 . f
= 2 risv arles /01/201 -

After returning a list of potential children/youth whose records match the criteria entered,

a user may select a record by clicking on a specific name/row from the list.
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The Children Chapter and its tabs are then activated as shown below:

Harmony v7.4.0.1 File Edit Tidders

Change Role h armon y
s OCiAL BERVICES
FSCC EB [+]
K Johnny Rocket
| My RIFIS |
RIFIS ID 602322 Family ID 992030767 2
Status Active PEP ID
Quick Search Last Name Rocket DoB 8/16/1997
| Dparti:ipating First Name Johnny SSN 990-03-1697
Children [
Last Mame |:| Cemographics FCCF Cpen/Close Agency Intake {
fevEness sesrn Fzmily Relations MNatural Supports/Case Relations 2
Assessments & Forms Diagnosis F'age Tabs
I | Flans Activities Progress Motes Notes
[ Reports |
1 Demographics
| Sign Out | Gender Male Age 14.1
Race Other Family Name Rocket, Jane
Agency ID PS777 Primary Language English
Contact Infarmation
Strest 7 Wipple Ln State RI
Street 2 Zip Code 02307
City Block Island Home Phone Number

-l N sl nalP P

IMPORTANT NOTE

NOTE: Before adding a new child/youth to RIFIS, Workers must always perform a
global search using the INTAKE WORKER role to check if the person already exists in
the system. This prevents duplication of records in RIFIS application. The search will
check all people including those that are designated as workers or relations.

“Advanced Search” BEFORE Adding a Child/Youth

Welcomve, Sheila Chase

I~ Filter
IE“Last Mame =l=| Equal To ;l |Cha|::|in I.-E‘ND ~|:
IE“First Name *lEegins With ;“Charlie IGR_
[x#][ooe +|Equal To =1 [eris/2008  [F] oR |
| FundCode =] |ﬂ| ’
[ search || Reset || Add mew

1. Select “Add New Demographic Search” from the “File” menu to display a “New
Child/Youth Search” page.

2. Enter Last Name, First Name, and DOB in the available fields (all REQUIRED
fields).

3. Click on the “Search” button to run the search according to the criteria entered.

4. Click on the “Add New” -- button if no match is found — to open the
“Demographics” page.
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Add a Child/Youth

Continue with steps below if record not found:

5. Identify an FCCP.

6. Enter all required (>i< marked with red asterisk) and ID information in the fields
provided and select “Save” from the “File” menu.

Welcome, Sheila Chase

Basic Demographics

Confidential -

Initial FCCR * I 'I
Last Name * Ichaplin
First Name * Icharlie
Middle Name |

Suffix I "I
Alizs I

Family Name I

DoB * [e/ierz008  °H]
Age I

Gendear * I ']
Target Child I_

S |

Tt g -‘\J“*wxw\ MJ“M\\" r

If “Demographic Search” returns a record meeting the criteria you entered, the
child/youth will be in the example of a Demographics List below. Click on child/youth.

Harmony v7.3.2.2 File

Change Role ‘

Supervisor EB =]

I

| My RIFIS |

Quick Search

Il O Participating

[Children =]

ILast Mame

Advanced

harmony.

Waelcome, Sheila Chase

r~ Filter

Last Mame * | | Begins With
[l =

=l |ano |

E“ Show Children ;I | Equal To

[RIFIS No. -1[Add]

;”Gnl'_.f Par‘ticipating;l |AND;| f

= 57231 Erawstar Puriky 05/03/2002 -
| Providers | 57233 Lennon John 01/01/1959 -
| Reports | 57271 tito perez 03/11/2010 - ,
57278 Griswold Charles 03/01/2010 -
Sign Out |
57285 3 ,QLE',“ Gomer 07/ 00%,
- ™. B g "'"‘-» r—-_.\ — ’ . “—“T‘“‘MW
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Once you have selected the child/ youth the Demographics page the child/youth’s name
will appear in the header and the Children Chapter tabs will be available as shown below:

Harmony v7.4.0.1 File Edit Ticklers

Change Role
FSCC EB

harmony
- 1A mon,

Johnny Rocket

| My RIFIS
RIFIS ID 60232 Fzrmily ID 999080767
Status Active FEF LD
Quick Search La=t Nzme Rocket DoB a/16/1997
| [ earticipating || First Name Johnny ssn 999-08-1697
Children [

Last Mame I:I Demographics FCCP Open/Close Agency Intake <
fevEness seareh Family Relations Natural Supports/Case Relations 2
Assessments B Forms Diagnosis

| | Flans Activities Progress MNotes Motes

| Reports |
Demographics

| Sign Out | Gender Male Age 14.1
Race Other Family Name Rocket, Jane
Agency 1D PS777 Primary Language English
Contact Information
Streest 7 Wipple Ln State RI

Street 2
City Block Island

OSSN N o S G Y A

Zip Code 02307
Home Phone Number

“Demographics” Tab

The “Demographics” tab contains basic data about a child/youth including name, address,
telephone numbers, date of birth and ID numbers. The information displayed on the
“Demographics” tab represents the core record for the child/youth.

Harmony v7.4.0.1 File Edit Ticklers

Change Role
FSCC EB

) [se]

Johnny Rocket

| My RIFIS

RIFIS ID 60232 Family 1D 990030767

Status Active PEP ID
Quick Search Last Name Rocket DOB
| D Farticipating First Name Johnny SsnN

Children [

Last Mame l:l

Adwvanced Search
| |
| Reports |
| Sign Out |

v SN W S P RSV ¥ S

Agency Intake

Cemographics FCCP Open/Close

Fzmily Relations Matural Supports/Case Relations

HAssessments B Forms Diagnosis
Flans Activities Progress Motes Motes
Demographics
Gendear Mzla Age
Face Other Family Name
Agency ID PS7IFT Primary Language
Contact Information
Street 7 Wipple Ln State
Street 2 Zip Code
City Block Island Home Phone Number

.
8/16/1997
000-08-1697

14.1 t
Rocket, Jane

English

RI
02307
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Editing a “Demographics” Record

1. Select “Edit Demographics” from the “Edit” menu bar on a child/youth’s
record and the “Edit Demographics” page appears.

File  word Merge

h.armeany

Demographicg

=t Updateds
o

\M”\M\N‘“\‘\MW

2. Perform any necessary changes and select “Save” from the “File” menu.

“FCCP Open/Close” Tab

The “FCCP Open/Close” tab identifies the FCCP region, Open Date and Close Date for
the child/youth’s FCCP involvement. From this tab you can modify an existing
OpenClose record or create a new record.

File  Ticdders

harmony.

|+ %4

Punky Brewster

RIFIS ID 57231 Family ID 694-60-5453

Status Active PEF ID 12012015678
Last Mame Brewster DoE 5/2/2002
First Name Pumnlcy 55N oD4-58-2345

Assessments & Forms

Plans | Activities

— Filter

|CI|::en Date ;I |ﬂ|

cord({ s return

FCCP Disposition FCCP LOS Primary Worker Secondary Worker
03/24/2010 EE COpen =4 Dahlquist, Gail Iscn, Elizabeth

Ir Dpen Date Close Date

[ ==First | [=pPrevious| Retrieve[15 | Records at = time [[Next> | [[Last== |

""' [ xr""‘"“-‘m - ..‘__’...’\-w._,\-r . “)H‘ g

~ctomtiir,

N \/\'N\ L VoYY
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Available fields for filtering are:
¢ Open Date
¢ (lose Date
e FCCP
¢ Disposition

IMPORTANT NOTE

NOTE: For a child/youth to receive services of any kind, they must be ‘“‘open’ to an
FCCP region.

Adding an “FCCP OpenClose” Record

Although an initial “FCCP OpenClose” record is created when a child/youth is first
added to RIFIS (possibly by an employee with an Intake Worker Role), additional
records may be required later if the child/youth returns for services after a period of not
receiving any or if the child/youth/family moves and needs to be opened to another FCCP
code.

1. Select “Add FCCP Open/Close” from the “File” menu in the “FCCP
Open/Close” tab page.

2. Enter at least all required information. The dates default to the current date;
that and the “Primary Worker” can be overwritten.

3. Select “Save” from the “File” menu.

{2 CFP Config - Windows Internet Explorer

0
] http:rifis.harmonyis.comjRIFISConfinPages/Harmony. aspx?Chapter [D=164aVisnType=5ubPageviensPsgelD=23219aChapterEntityID=57231 8 rtityID=629758CallngChapter=ConsumersaC alingPage=OpenClose-+ListaParentEntitylD=572318_ por %
Fle  Word Merge

hgLmQny. FCcP Open/CIose}

Last Updated by gdahlquist at /%8
By Benmata 3/24/2010 9:42:31 AM

Fecp
FCcp *

FCCR Open/Close

Contact Notes

Disposition *
Disposition Date
Referral Date

Referra| Time *

Open Date

GpEn Time 0z =|joo ]fFm =
First Contact Date l—j‘zl‘znm ™
First Face-to-Face Contact 124/ I
= 32472000 |
First Face-to-Face Contact [021%0[00 =l[PM I
Time

Primary Worker * [Dahiquist, Gail o] Clear | Datsils
Secondary Workar [izon, Elizabeth o] Clear | Datsilz

Data Entry Date |—3123]2|]u]

Referral Source
Referal Source [5eF Referral 5

Response Priority
Becpafiee By [risis (without DCYF CF5 Invalvement) =]

4

&

1
¥

s

{

1

¢

«

L 4

Services Referred for Families Ineligible for FCCP f
IWJ

Servics Requestad 1 [Farent education

Service Requested 2 [Farent side supports

Service Requested 3

Ll e e

|Family stabilization

Close Data
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Open/Close Dispositions

For FCCP Open/Close Records there are five basic dispositions:

Pending (a determination needs to be made to either open or close the child/youth
to this FCCP code — during pending Provider and FSCC is being determined.

Open (family is eligible for FCCP care coordination/services and has been
accepted/opened in RIFIS by a specific FCCP region for assignment to an agency
supervisor and FSCC.)

Transition (child/youth is in a transitioning phase and this disposition allows end
user to complete RIFIS steps before closing record)

Closed (family no longer involved with FCCP and the record is closed and
“locked” (made read only) — If the family re-enters an FCCP you will need to
create a new Open/Close record

Not Eligible (Family did not meet criteria for FCCP involvement)

Open/Close Sub-Pages

There are 3 sub-pages associated with an FCCP Open/Close record:

FCCP Open/Close
The detail page where the data for the record is modified

Contact Notes
A list of any notes that have been associated with this FCCP Open/Close

Track Disposition
An accounting of the date and time that dispositions of this FCCP Open/Close record
changed.

FCCP Open/Close
Contact Notes

Track Disposition
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Editing an “FCCP OpenClose” Record

NOTE: Only active FCCP Open/Close records can be edited. An FCCP Open/Close
record that is set to closed would need to have its disposition reversed before changes
could be made.
1. Click on the target summary record from the “FCCP Open/Close” tab list
view to display the “Edit FCCP Open/Close” page.

h.ga.rmeny FCCP Open/}

3l

Johmny Rockct 10/ 262011 11:00

RISLIS 1D S0323 F=miby ID QOODaCTET

Status Actihve FEF IC

Las: hame FRocket [n¥al= af15/1997

Firs- lhame Tmhrnw s8N Q93-NA-1697F
Demograzhics FCCP Oper/Close I_ Agency Int=ke

Famiy Relatons | H=ku-al Supports Case Relat ons

Assessments B Forms O agnosis
Flars Actvitles Frocgress Notss Mctes
Filtar

E opsn Cates/Uate Assicned |:| =reater Ihan |: __‘l anw |:|
rccr [
e Finssen=L

AW P Y

[FCOP | Open Date/ Date Assigned | Close Date FOCP LOS Primary Worker | ~condary Weorker| Disposition | |
o

Co o225 2011 Che=e, Sheia Cpen

l | | | Ret-ieus [15 |Rercrds sk 2 +me f

2. Perform any necessary changes. Notice that the additional sub-pages are
available from the left navigation pane.

3. Select “Save” from the “File” menu.

Fle  Word Merge
e B § FCCP Open/doé{

reanamial Sub Pages
Last Updated by tatwood

Punky Brewster 4/16/2010 1:03:33 Fj

Juc
B =]
[3rzs/zoto =

f: [57z672010 |
Referral Time * == =
©pen Dats * [3rzsrzoto =
Cpen Time [oz =21 =[ew =1
First Contact Date [z72772010 A
First Face-to-Face Contact i B e
B [rzs7zot0 |E
o ce Contact I v" v" 'I

* [atwooed, Trevor wo] Clear | Dat=il

S 2 | ...| clear

Data Entry Date |3f26f201.0

Referral Source

Referral Source [ecF - Preshocl special Education Pregram (Fart B) ==

Response Pri
Res

ity

nse Pri [Crisis (without DCYF CPS Involvement) =]

es Referred for Families Ineligible for FCCP

Reguested 1 [Farent aide supports =1
Fegquested 2 [Family stabilization =1

Service Requestad 3 [Ceaal services -1

Close Data

ol ettt sl r . W TNl I B st bl A,

TNAA S, S, 4 Mg AN A

IMPORTANT NOTE

NOTE: When a primary worker is changed, all pending Assessments, Forms, and Plans
for that FCCP region will be reassigned to the new worker.
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Closing an “FCCP Open/Close” Record

1. Click on the target summary record from the “FCCP Open/Close” tab list view to
display the “Edit FCCP Open/Close” page.

2. Change the status to “Closed” from the “Disposition” dropdown list.

A Harmony Information Systems -- Web Page Di... E|

All carrent ticklers will be marked as Cancelled
and anv ongoing pavments will be Stopped.
New Ticklers can be added, if necessary. Do
vou wanf to continue?

o Cancel

3. Select “OK” from the ensuing warning message.
4. Enter all required additional information. Select “Save” from the “File” menu

5. Once the FCCP Open/Close is closed (saved with a Disposition of “Closed” or
“Not Eligible”), the record becomes read-only and RIFIS considers the
child/youth to be inactive.

IMPORTANT NOTE

The status of an “FCCP Open/Close” record should only be closed if all Agency
Intakes are closed and all Assessments/Forms/Plans are marked complete.

Deleting an “FCCP Open/Close” Record

IMPORTANT NOTE

Contact a RIFIS System Administrator to delete an “FCCP Open/Close” record if
added in error. (Use e-mail RIFIS_support@dcyf.ri.gov & include RIFIS id #)

NOTES:
= Changes to the “Disposition” field on the “FCCP Open/Close” tab can invoke a
Work Flow Wizard that will prompt users to complete other screens and/or
assessments as determined by their Systems Administrator. If the system is
configured to invoke a Workflow Wizard, the Wizard screen will immediately
open after the appropriate change is made to the “disposition” field and the record
saved.

= A child/youth must be open to an FCCP code for an Agency Intake to occur. The
child/youth should remain open to that FCCP Code until all services are closed.
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Once all services have been closed, Workers may close the Child/Youth’s FCCP
Open/Close record.

= If the child/youth returns for additional services, a new FCCP Open/Close record
should be added rather than editing the original OpenClose record.

“FCCP Open/Close” Sub-Pages

As previously noted, when users access an “FCCP Open/Close” record, additional sub-
pages are available to them from the left-navigation pane.

FCCP Open/Close
Contact Notes

Track Disposition

FCCP Open/Close

This page is the records “detail” page with all the fields that are pertinent to the FCCP
Open/Close record. If the record is closed then these fields may be read-only.

Contact Notes
Additional notes (with and without attachments) can be associated with the FCCP
Open/Close Record

Track Disposition
A recording of the changes in the FCCP Open/Close disposition and when they occurred.

Reverse Disposition

IMPORTANT NOTE
NOTE: Contact your Supervisor.

If a closed FCCP Open/Close needs to be re-opened, only a Supervisor or System
Administrator has rights to reverse the disposition.

1. Click on the target summary tab list view.

2. Select “Reverse Disposition” from the “File” menu (disposition will revert to a
default of “Pending”). The user may then select a different disposition.

3. Select “Save” from the “File” menu.

IMPORTANT NOTE

NOTE: All ticklers created by the reversed disposition will be consequently deleted.
Any cancelled or completed ticklers will remain unchanged.
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“Agency Intake” Tab

The “Agency Intake” tab is used to capture information about child/youth involvement
with a specific agency within an FCCP region. The “Agency Intake” tab is also the area
in which individual workers within an agency are assigned to a case, thereby, allowing
them access to the child/youth’s record.

A child/youth must first be open to an FCCP region in order to be eligible for Agency
Intake into an agency. The child/youth’s Agency Intake record should remain open until

services are discontinued with that agency, at which time the Agency Intake record can
be closed.

Adding an “Agency Intake” Record

1. First click on Agency Intake tab, then select “Add Agency Intake” from the “File”
menu in the “Agency Intake” tab page.

File | Ticklers | ’

Add Mew Demographics Search Ly
Add Agency Intake
Prink

Johnmy Rocket

RIFIS ID

Status Active FE

Last Name Rocket

First Name Johnny
Demaographics FCCP Cpen/Close Agency Intake
Family Relations Matural Supports/Case Relations
Assessments & Forms Diagnosis

£

ogress Nc\tw

2. Enter at least the required information in the appropriate fields. Overwrite as
needed the default fields.

3. Select “Save” from the “File” menu when done.
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Editing an “Agency Intake” Record

1. Click on the target summary record from the “Agency Intake” tab list view.

Last Updated by schas
10/26/2011 11:07:7,

Johnny Rocket

e s
Agency =l [aaa |
=
Child and Family e
= 5 a- Chase-  sorzer2011 o iorzerzo011

=rvices of Newport

2. Perform any necessary changes.

3. Select “Save” from the “File” menu when done.
IMPORTANT NOTE

NOTE: Additional sub-pages are available from the “Edit Agency Intake” page.

“Agency Intake” Tab Sub-Pages

Agency Intake
Warkers
Contack Notes

Track Disposition

The following sub-pages are associated with Agency Intakes:

Agency Intake
This page is the records “detail” page which displays some of the fields that are
pertinent to the Agency Intake record. The rest of the Agency Intake details can
be found under “Assessments and Forms” tab in screens 1A, 1B, 1C, and PEP. If
the record is closed then some of these fields may be read-only.

Workers
This page will list those responsible for the child/youth. Depending on your
access level this may grant you the right to “see” the child/youth when performing
a search.

Contact Notes
This page provides the ability to add notes (with or without attachments) about
attempted contacts, phone contacts and face to face contacts.

Track Disposition
This page is a recording of the changes in disposition and when they occurred.
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Adding/Editing Workers in the Agency Intake

When initially adding a new Agency Intake record, users are required to assign one
worker within the program to the case. The user logged in and who added the Agency
Intake record is entered by default.

1. Click on the target summary record from the “Agency Intake” tab.

2. Click on the “Workers” menu item in the left navigation pane.

File | Taolz |
Prink

Assign Workers
Close Warkers

U

Johnny Rocket

Filtar

Workers worker Name [0
Contact Notes ‘\ | search || Reset |

Track Disposition

Agency Intake

T T ey,

Chase, Sheila 10/26/2011

e

Retrieve |15 |Records at 2 time |

3. If worker list view does not list the worker click on “File” then select “Assign
Workers”. Worker window will open.

4. Click on ellipse next to the worker name field and a dialog box will appear
(search worker by last name).

5. Select worker from list.
6. Add the start date.
7. Indicate primary worker by clicking box.

8. Select “Save” from the “File” menu when done.

IMPORTANT NOTE

NOTE: A worker cannot be removed if designated as the primary worker. First,
designate another worker as the primary and then remove. (Every Agency Intake
must have a primary worker.)
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Adding Contact Notes

File %=

harmony Contact Notes
& sSChase a I

Johnny Rocket L1§:';;?;;;: I;‘{:M'::s AI: :
Notes
Nate By * Chase, Sheila
lots Dats * a8 Aftampred cortacts pertainirg 0 ar Agency Intake are
— — recorded inthe Contact Notes sub-tab page. This data wil

Es & be documented in the Ceneral Notes tab sumrmary list.
Agency Child and Family Serviczs of Newport D Details

lote Cstegory Famly VI8 /
Note Type * Attempred to Contact Famivy - Phore (other family)

L

Cescription

am othker famil,
Atempted to Contact Family - Face to Face (child)
Nete Atempted to Contact Family - Face to Face (father w/ or w/c othes family)
Atempted to Contact Family - Face to Face (mother & father wy or w'o ather family)
Atempted to Contact Family - Face to Face (mother w/ or wio other Tamily)
Atempted to Contact Family - Face to Face (other family)
Atempted to Contact Family - Othe- (child)
Atempted to Contact Family - Gther (father)
Atempted to Contact Family - Other (mother & fzther)
Atempted to Contact Family - Other {mother)
Atempted to Contact Family - Othe- (othar Farmily)
Atempted to Contact Family - Prone (child)
Atempted to Contact Family - Prone (father)
Atempted to Contact Family - Prone (mcther & father)
Atempted to Contact Family - Phone (mcther)
Family Contact - Face to Face (child)
Family Contact - Phore (chld)
Family Contact Face to Face (father w/ or wio sther family)
Family Contact Face tz Face (mozher & father w/ ar w/o other family!
Family Contact Face ta Face (mother w/ or w/c other family)
Family Contact Face t3 Face (othar “amily)
Family Contact Phone (father)
Family Contazt Phone (motaer & father)
Family Contazt Phone (mother) i
Family Contact Phone (cther family)
Followup
General

g f5

The “Contact Notes” sub-page displays a list of contact notes affiliated with the Agency
Intake.

Flle |

Add Moke
Prink [%5'-
Chose Contact MNates

Filtzr

Workoers Mote Ciate I:I

Agancy Intala

Cunlacl Nule= )‘\I‘Seaﬂ:h || Heset | t
1 rark | = posihinn

l Nota Data Nota By Mota Typa

1Uf2sM2011 Chase. sheilla Attemnpted to Contact Family - Phone (other family]

| | | I FRatriava (15 |Faecords =t

o pepdl TIPS PSP
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Track Disposition

The “Track Disposition” sub-page displays a list of Agency Intake dispositions start and
end dates.

Closing the Agency Intake

1. Click on the appropriate summary record from the “Agency Intake” tab view.

2. Change the status in the “Disposition” field from “Open” to “Closed.”

Warkers ==
Comtact Notes Agency Child and Family Ser p=t=i-
Track Disposition Rieferral Date 10/26/2011 j

Agency Intake Start Date g o . . .
P 10/26/2011_[F Be sure when changing dispostion fo
Dispesition * (Cosed *___..—--—"""- “closed" to indicate a disposition close date.

Disposition Date * 11/21/2011 E
Date when DCYF intake | E

summary received (if

applicable)

For children meeding 2 risk D
management plan, has 2

plan been completed?

Has family recaived FCCP | yag D*
services previously?

If Yes, which agency Gateway Healthcare D %

This step will trigger the Close Data section
at the bottom of this page.

provided the FCCP

sarvices?
Sources of I”fcr”?_atic': te |staff as caregiver c [[caregiver (child's caregiver in a f
Eﬁ;':p;::?“'u:“ake (selectall | oace record review
rs
REDEBI Close Another child in family opened to DCYF & remained from home
Date and Another child in family opened to DCYF & remowed from home
i el Target child aged out of FCCP
Indicate Close Change in Target Child
Reasonfrom Srienars pavar/bavment | [3MIlY moved out of area
the dropdown =, er Family withdrew w/ notice

Family withdrew w/o naotice
FCCP Nan Wrap Practice Model campleted
FCCP Funding and Service ¢ 13792t child adjudicated sut of FCCP
Target child cpened to DCYF & remained home
Target child cpened to DCYF & removed from heme
Team agrees Wrap completed (goals met, natural supports in place)
Team agrees Wrap completed, child continnuing to receive single service w/in

FCCP Funding/Billing
Category (for the Census
Report)

FCCRE Service Category
{Monthly Reporting Form)
Close Data
Close Date *

gency

Transfer Target Child to another FCCF R
Unable to Contact Family

Family declined service (specify reason below in "other” close reason)
Triaged and Referred Out

Close Resson

Other Close Reason

3. Overwrite as needed any default entry.

4. Select “Save” from the “File” menu.

Deleting an “Agency Intake” Record

IMPORTANT NOTE

Contact RIFIS System Administrators by e-mail: RIFIS_Support@dcyf.ri.gov
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IMPORTANT NOTE

NOTE: “Disposition” Changes to the field on the “Agency Intake” tab can invoke a
Workflow Wizard that will prompt for the completion of other screens and/or
assessments as determined by the Systems Administrator.

Workflow Wizards

A Workflow Wizard is a tool in RIFIS that presents a list of forms to complete and
reminder messages. Workflow Wizards will launch in different, pre-defined situations,
such as when a user first saves an Agency Intake with a Disposition of “Open.”
Workflow Wizards are designed to streamline multi-step data entry processes and
automate navigation through RIFIS.

Each Step in a Workflow Wizard is also a Tickler. A Workflow Wizard is really one or
more Ticklers loaded automatically in a single window and meant to be completed
immediately. If a Workflow Wizard Step is not completed or cancelled immediately, it
remains on the Worker’s Tickler list. Ticklers can also be sent directly to a Worker’s
Tickler list now or scheduled to show up later instead of popping up in a Workflow
Wizard.

Agency Intake Open Workflow Wizard

Here are the Workflow Wizards steps that appear when a user saves the Agency Intake
with a Disposition of “Open.” For a complete list of RIFIS Workflow Wizards, see
Appendix B.

| Agency Intake Open

Page: Agency Intake

Description: When the Agency Intake is saved with Disposition = Open,
the user is prompted to complete Intake documentation
and tasks.

Tickler Task

FCCP Intake - TA FCCP Intake - TA

FCCP Intake - 1B FCCP Intake - 1B

FCCP Intake - 1C FCCP Intake - 1C

Diagnosis Enter Diagnosis Information

NCFAS Complete the NCFAS Baseline

Strengths, Needs, and Complete Strengths, Needs, and Culture Discovery

Culture Discovery
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“Family Relations” Tab

The “Relations” tab allows workers to view, edit or add data pertaining to family
members associated with the child/youth in RIFIS. In this section of the application, the
names, addresses, home, work telephone numbers and other identifying information for
relatives are entered.

Each relation can be designated an emergency contact and/or caregiver 1 & 2.

The “Relations” tab is to contain individuals who are not already children/youth in RIFIS.
Related Children/youth can be linked using the “Family ID” field in the “Demographics”
area and displayed on the Household page (accessible from the “View” menu in the
standard menu bar at the top of the “Children” Chapter).

Adding a “Relations” Record

1. Select “Add Relations” from the “File” menu in the “Relations” tab page.
2. Enter all required information.

3. Select “Save & Close” from the “File” menu.

Editing a “Relations” Record

1. Select from the summary list on the “Relations” tab page.
2. Enter all required information.
3. Select “Save & Close” from the “File” menu.

NOTES: When a valid address is entered, the “Street” hyperlink leads to a map of the
location.

“Natural Supports/Case Relations” Tab

The “Natural Supports/Case Relations” tab allows users to view, edit, or add data
pertaining to persons associated with a child/youth’s case into RIFIS. This screen is
where the names, addresses, home and work telephone numbers, and other identifying
information for non-related persons is entered.

Adding a “Natural Supports/Case Relations” Record

1. Select “Add Natural Supports/Case Relations” from the “File” menu in the
“Relations” tab page.

2. Enter all required information.

3. Select “Save & Close” from the “File” menu.
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Editing a “Natural Supports/Case Relations” Record

1. Select from the summary list in the “Relations” tab page.
2. Enter all required information.
3. Select “Save & Close” from the “File” menu.

NOTES: When a valid address is entered, the “Street” hyperlink leads to a map of the
location.

“Assessments and Forms” Tab

The “Assessments” tab allows users to view, edit, and add assessments and additional
data collection forms for the child/youth and family. Existing assessments can be
modified and new assessments can be added at any time.

Adding an “Assessments and Forms” Record

1. Select “Add Assessments and Forms™ from the “File” menu in the “Assessments

and Forms” tab page.

2. Select the appropriate assessment from the “Please Select Type” dropdown list.

/= CFP Config - Windows Internet Explorer

[ |}
&£ | http:jjrifis.harmonyis.com/RIFISConfigiFages/Harmony . aspx7 Chapter ID=1&4ViewT ype=DetallViswiF agelD=22204&ChapterEntity ID=57233&Caling hapter=Consumersé«CallingP age=Consumer Asses g

File

John Lennon

Please Select Type: | i
i

Assessments & For|

Review * Worker [Shase, sheila ] Clear | Det=il=
Review Date * Status * [Fending =
FCCcp Agency I ‘I

Approvad Date I

Approvad By

worl
arent Rati

.h Q. rmony. Assessments & Forms ?

4/16/2010 6:20 BM

ating
cuth Rating

Team Meeting

?
j
1
|

Review Point-in-Time
The “Review” field identifies when in the case life cycle the information was collected.

A v N AN Ve “y

“Review” is tracked in several areas in RIFIS, including Assessments, Plan Reviews, and

Diagnosis records.
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Review Options:
¢ Initial (Baseline)
¢ Ongoing (one or more interim points-in-time in between Initial and
Transition)
¢ Transition

3. Enter Review Date that reflects the date review was started.
4. Mark status: Draft, Pending and/or Complete.

FSCC role only has Draft and Pending options. DRAFT means you are still
working on the document. Indicate PENDING when the document is ready
for a Supervisor to review and mark COMPLETE (which will make the
document “Read Only”.

5. Fill out the form as necessary with at least the required information.

6. Select “Save” from the “File”” menu when done.

Assessment and Forms Options

Some standard options are included in the “Assessment and Forms™ tab to assist workers
in the completion of their tasks.

For example, users can:
¢ Duplicate assessment to create a new copy of the current assessment using the
“File” button.

¢ Get standard assessments and forms list of stored options (i.e. Team Meeting
Form, Intake 1A, B, and C, Ages and Stages, NCFAS, etc.).
¢ Print an assessment.

Viewing/Editing Assessments

1. Select a target summary report from the “Assessments’ tab page.
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File  Ticders

,h_,,q_.[‘ monwy. Assessments & Formg

Last Updated by jalexandre

John Lennon 3/25/2010 3:46:44 P¥

RIFIS ID 57233 Family 1D 22

Status Active PEP ID
Last Name Lennon DOB 1/1/1999
First Name John SN 909-09-9099
Demegraphics FCCP Open/Close Agency Intake
Fzmily Relations Natural Supports/Case Relations
Assessments & Forms Diagnosis Payers/Payment Scurces
Plans Activities Notes

R W L Wiy e

[ Assessment/Form Review Review Date  Worker FCCP Status
FCCP Intake - 1B Cngoing 03/25/2010  |Harmony. Web |EB  [Panding
FCCP Intake - 1B Initiz| 03/25/2010 |Harmony. Web |EB  [Pending
FCCP Intake - 1A Initis| 03/24/2010 |Vargas, Elder EE  |Complete
CGAS Transitional |03/24/2010 |Alexandre, Jason |EB | Complete
Functional Assessment Transitional |03/24/2010  |Alexandre, Jason |EB |Pending
ANCFas _ - - yt\.cab,.‘ |ogias/200 A\exiiﬁr?, JasenuEe 2NdING Ly pmpntbtnatiins, Y o ‘.’....\ - .._.f‘

2. Perform any necessary changes.

9

3. When an assessment/form is completed, change status from “Draft” to “Pending”.

4. Select “Save” from the “File” menu when done.

IMPORTANT NOTE
NOTE: Once an assessment/form is marked “Complete”, it becomes read only

“Diagnosis” Tab
The “Diagnosis” tab allows users to view, edit, or add five-scale Diagnostic and
Statistical Manual of Mental Disorders IV (DSM- 1V) diagnoses into RIFIS.

Adding a Diagnosis

1. Select “Add Diagnosis” from the “File” menu in the “Diagnosis” tab page.
2. Complete the form as required.

3. Select “Save & Close” from the “File” menu when done.
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A

[Shas=. sheila =1

[Fending =1

L

£ EOEE EEEE

I
e R D T e il - »\)*,..n_f"”\._ O i,

\q T T WL W

Viewing/Editing a Diagnosis
1. Select the record from the “Diagnosis” tab page summary list.

2. Perform any necessary changes.

3. Select “Save & Close” from the “File”” menu.

“Plan” Tab

All Family Service Plan information is accessed from the “Plan” tab.

Caution: Users must select “Save” from the “File” menu before moving from one
section to another in order to ensure the saving of edited or added information.

Adding a “Plan” Record

1. Select “Add Plan” from the “File” menu in the “Plan” tab page.

My RIFTS | Johnny Rocket

Quick Search

[ varmcipating || RIFTS IR AN727 Family T 19anAan7a7
i St=tas Acti BFE 17
Childrer o] ! cmve
Last Harrs Reckat DoB 3/16/1007
Last hame First Nams Ishnny ssn DOO-03-1607

dvanzed Scarch

Cemograpffies | FCCP OpeniClas= | Agency Intake

| | remily Rgflations | hetu-al Supporks/Caze Relstisns

| Providers | Ammax nt= & Farms D =cresis

| Utilities Flans | Activtios Trogress Notes | Hetes
I’W’JM" NP

i T |
Aied New Derographics Tearch =
Ch &ed Plan e ! m
ange Rcle ) i :J "n_l} [] 1

BIFIS Sve Acmn L [\«:

aschase &

—
10/76/7017
11:07:1¢

AF

d
€
¢
st
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2. Enter at least all required fields.

ha. [ mon)

ony Plan Informati®

Johnny Rocket

Plan Datails

FCE =B

agency Zid and Family Services of henport [ pstsi = ftis verv mportantto indicate the Plan Tyce as ™,
.

Slan Type Irital “armiy Servioe Plar Initia" &rc a specific dete cfwhen yau are

N beginning to develop a plan with a family.

e - - N F_F____F-l Creaiing this pace will be the beginning of

Plan Dzts [cate plan|  [Ongaing Family serv e Plad [E blilding a Family Service Plan report in RIFIS.

inizially crested) * “ransitional FaTily S2rvcz Fan :

Elan Verification Data E

fﬁ:r Dreft . — . e
3. Overwrite as necessary all default fields.

4. Select “Save” from the “File” menu and the “Plan” page appears.

NOTE: Once the status field on the Plan Information page is marked as “Complete” the
entire plan can no longer be edited.

“Plan” Tab Sub-Pages

The “Plan Information” page contains several features that allow users to create well-
defined treatment and service plans for children/youth and their families. These features
help to standardize the process yet still allow the worker the flexibility to create plans
individualized to the needs of each of their children/youth/families.

Plan Information

The “Plan Information” Page, which opens after saving a new plan or editing an existing
plan, contains three additional sub-pages (shown at the bottom of this page):
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| Fans Ar-ivities ] P-rgress Mn-es ] Hntes %

Fllter

[ Plan Date [ |add] Yau must click an the raw of the
I'lan racord you want tc open

_—

1 Plans recordis) returned - now viewing 1 thjouagh 1

Plamn Varificaktion

PR NLRet 2 e

Irhial Famuly Servers bR LhiAd and Famiby Se-wvires nf [ hase,
=lan Newpot Snela

| <2<t Firck | |‘=':Druuiuu=| R:triawElP.::ord: at = tima ek lo | | Lack el |

L1fu2f2011 Uraf:

Once you have opened the Plan Information page the Sub-tabs below will be listed to the
left of the page. These are used to “build a plan” and should be accessed in the order they
are listed. All steps within each tab are necessary. Please complete all pages (Plan
Information, Plan Development, Needs, Planned Services) or you will have missing data
when you run the Family Service Plan report.

Blam Information

Neads

| Plan Development |
| |
| Flamned Services |
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Plan Development

The Plan Development records are designed as data collection instruments for periodic
case plan reviews required by the agency or funding source. The plan development
information is merged into a pre-existing report format (the Family Service Plan).

1. Click on the “Plan Development” sub tab and Select add “Plan Development”
from the menu item in the left navigation pane to activate the page.

A3 Plar Dewelooment
pi: qrmor: Plan Development

Cize 2an Ceveloemen: |

Jeohnny Rocket 11f4/2011 1:34 PM

Filter

Azgesement Ad
3|a'| e eloorment DI:

Slznred Services

WW"W

Zlan [nfarmaton

rarmony Plan Developmeﬂ

Last Updated by schase -

Johnay Rocket 111212011 2:56:16

Reaview type and date information shoulz match the

Family Service Plan review tyoe ard date on the Plan Informat on page

Section 1 - ——

Reviaw | Tnitia D' = Warkar Chzze, Sheila D
Review Date eroit 2 Status oraft [

Program rChilcl and Family §ar-,-ices of Newaort D Desailz

Tris pagz can b2 marked
‘comalete” by tha wor<er when
Famly Vis on i5 obzaired and
Jaricipants ir ths deve opmen:

of the plar arz incizatad

Family Service Plan
Family Plan Information:

Family Vision:

2. Fill out the Family Vision and be sure to indicate who participated in
developing the plan.

Did Caregiver 1/ Parent/Legal Guardian actively participate in
dewveloping the Family Service Plan?

Did Caregiver 2/ Parent/ Legal Guardian actively participate in
dewveloping the family service plan?

Did Youth actively participate in developing the family service plan?

<Jf </ </ <]

Did Other Participant(s)actively participate in deweloping the family
service plap?

3. Select “Save” from the “File” menu when done.
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Specifying Needs/Goals, Strengths, Objectives, and Action
Steps

Needs

The needs, goals, objectives, action steps, and progress of the Family Service Plan are
created in the “Needs” sub-page. The needs/goals of the child/youth/family must be
identified before strengths, objectives and action steps can be created.

1. Click on the “Needs” sub-tab in the left navigation pane.

2. Select “Add Need/Goal” to create a new need/goal record for the child/youth.

.9 mony
Click on button
list of generic
Flzn Information | Needs Click on "Needs" subtabto Needs/Goals
Dlan Davalopmant | | Colae® 4l activate the Needs page. J

3. Click on the ellipsis button _I to display a list of needs/goals and select the
appropriate need/goal that will appear in the editable “Need/Goal” field.

Category I i
Type l:l

1D |NeedCode |Description

101 Family Relations Family Relations

102 Crisis Management Crisic Management

102 Basic Needs Basic Needs

104 Educational Educational

105 Vocational /Employment Wocational/Employment
106 Social/Recreational Social /Recreational

107 Spirituality Spirituality

108 Liwing Skills Living Skills

109 Behavioral Health Behavioral Health

110 Madical Madical

111 Legal Legal
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LA MRJLY

Tnh Rorkat
nhnny Rnrka 11/ 72011 11:10:53 AE

Naad/Coal
Nead Coda * |103 E
NeadfGaal

Baic Newds . o . : . N .
e Status = "Pending” for each Need/Goal until Need/Goal has heen met at which time the Warker is

responaible to mark "complete” and indicate a "complete” datc.

- larget Date = Worker and child'youth/tamily agree on an estimated time frame to meet Need/Goal.
atus

a

Pending | |
Target Nate ; L\gj Update/Progress Date = the date the Worker and child/youth/family have reviewed the specific
Need/Coal and declared progress has been made at achieving completion of Need/Goal.

Upale/Prugiess Dale Complcte E

a

Campletinn Nate 7| Completion Date = the date the Worker documents a Need/Goal for a child/youth/family has met and

Need/Goal status is changed to "complete”.
N\ gl -t = g e

T e TS i a0

4. Select “Save” from the “File” menu and it brings you back to the “Needs” page
which will display the newly created need/goal.

5. Hover over the fly-out menu arrow to display a new menu.

h.?.-.’.' modny Needs

SERVICE

Johnny Rocket 11/7/2011 2:53 PM

Plan Information Needs

Plan Devzlopmeant Collapse All Add Need/ Goal

Needs Need/Goal: Easic Neads

Planned 3ervices

6. Select “Add Strength” to perform the action.

7. Select “Save” from the “File” menu.

IMPORTANT NOTE

Goals/Needs, Objectives and Action Steps are records linked to one another, but need to be
marked “Complete” with a completion date individually in order to keep track of progress.
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harmony

BERVICES/

Johnny Rocket

11/7/2011 11:11.

Strength

shEngn cose t 201 [ Over-ride the instructions "enter strength’ by ™
Slenyll Eter Streng clicking and dragging mousc until highlighted.
¢ . thentypethe strength in the text field area.
e —
Status mending Warkers can mark strength "complete” when it is no langer ner.e.qgarym—-h\‘
UndatefProgress Date - editthis page. "Complete” date should reflect the date child/youth/family
A informed you of the strength during the development stage of plan.
Completion Date

8. Follow the same steps performed to add a need/goal in order to add the new
strength.

9. Select “Save” from the “File” menu.

10. Follow steps 5-8 to identify related “Objectives” and “Action Steps”

harmony

Johnny Rockat 11/7/3011 2:37 PM

Flan Infarmatian Needs
Plzn Development Lollapse all Add Need /uoal
leeds [l Need/Goal: Basic leeds Pending ¥
Planned Servicas El Strength: Cnter Strength Complats =
[ Objective: Enter Objective Pending ¥
Action Stepr Enter Action Step Mending

IMPORTANT NOTE
Follow the same steps outlined to add “Objectives”, Action Steps”, and progress to the
plan. When the “Needs/Goals/Objectives/Action Steps and progress” hierarchy is
completed, the “Needs” sub-page should display a chain similar to what is shown above.
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Planned Services

The “Planned Services”sub-tab records and displays services that are planned to meet the
needs of the child/youth/family. Planned Services are services identified by the family
along with their FSCC and/or team as the anticipated means of addressing the needs of the
child/youth and family. (Service Codes/definitions are listed in the “Appendices” section
of this manual).

1. Select the “Planned Services” sub-tab from the left navigation pane.

2. Select “Add Planned Services” from “File” menu to display an empty form.

#dd Planned Service
Print
Close Planned Services

Jmony Planned Services|

11/7/2011 4:12 PM

Johnny Rocket

Filter

Plan Infarmation
Flan Development

Meeds

Flanned Services

3. Select estimated Start and End dates for the Planned Service to occur.

4. Click ellipse button _I to open a list of service codes. Select the appropriate
planned service from the dropdown menu.

5. Click ellipse button _I next to the provider ID field and select the agency that the
child/youth is open to.

h,a.rmony |Planned Servi

Johnny Rocket

Planned Services

Start Date 1w g “his will be an estimated time frame the worker and
£nd Dot _ > child/youth/family have agreed a planned service will be needed.
n ate I I o . . . .
12/31/2011 [ Typically discussed in the early stages of developing the Plan.
FCCP EB
Service Code * SehHealtho1 -]
Service Description |Psychiatric Evaluation - Identified Child
Provider ID (choose your 178 |Z|

agency] *

Agency

|East Bay Mental Health Center

Comments
I

6. Select “Save” from the “File” menu when done.
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harmony Planned ?

Johnny Rocket

: FilLer
Plan Infunnalivn
search || Reset
Blan Davalopmant |—“—|
Hewds

Wlanned Serares |

== s mﬂﬂﬂl

psychiatric kvaluation - ldenbified Child BehHealthUl L11/U/72011 127312011

After completing these steps:
¢ Run the Family Service Plan Report , Print and have participants Sign
e Make Copy for the Family and Agency Record

Fle Reports

This is where you will find the
Family Service Plan Report

Summary List

Plan Infunimalivn Mlan Details /
FCCR *

Flan Development

Meeds - Y
Flanned Services Plan Typea
AP A 4e" AW AV 4

You should only have ONE Plan Development record marked as an “initial” in the
summary list matching up under your Initial Plan Information record as shown below:

Flan Information Filter a

| Slmn Dovelopment | Azszes=ment |:|
MNeads | Seavch || Besel | /
Planned Services
ni
] [eview |Review Date |
Family Service Plan Initial 06/01/2010 Chase. She

| | | | Fetrieve |15 FRecords =t = time

S S S S 2 S S S S S
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When the status of the Initial Family Service Plan is ready to be marked complete by a
Supervisor, the FSCC must open it and change the status from draft to pending.

Communicating in supervision is a good “safety net” as well. Do not solely rely on
RIFIS.

Part of the Supervisor’s review will be confirming that the family has signed the
completed plan.

Viewing/Editing a “Plan” Record

1. Select the target summary record from the “Plan” tab page.
2. Perform any necessary updates

3. Select “Save” from the “File” menu when done.

IMPORTANT NOTE

Only plans with a “Draft” and/or “Pending” status can be edited.

Workers keep in mind that you do not have “Complete” as a Plan status choice.

“DRAFT” means you are still working in the record

“PENDING” means you are ready for a Supervisor to review and mark “Complete”
“COMPLETE” means a supervisor has reviewed and authorized the Plan

(the authorizing supervisor name and date appear on the Plan after being saved and closed)

M

Duplicating a “Plan” Record

In order to preserve the original Initial Family Service Plan that the family signed and

agreed to, you will need to “duplicate” this version and create an Ongoing Family Service
Plan.

Steps are as follows:

1. Open target child/youth record

2. Click on Plan tab

3. Select the Initial Family Service Plan from the Plan Information Summary List by
clicking on the row

4. Go to File and select Duplicate

File | Reports |
Duplicate I
Spell Check kg .
Sawve Plan any. Plan Information
Save and Add Planned Service
Save and Add Need
Last Updated by schase at
Save & Close Plan 2/28/2011 2:24:08 PM
Reverse Status
Ee.lite Plan Ltails
i ,_
Histary EE
Close Plan Information Child and Family Services of Newport Details
Flenned Services | F120 Ties Initial Family Service Plan
Waorker Chase, Sheila
Open Date * 6/1/2010 g
Plan Verification Date =
Status Draft
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You will see the following message:

I andowsiniemeiExploner: @1

Ik

! E Man was duplicated and saved as well a3 its needs, plan reviews, and services, /

0 P LSS S SIS

After clicking “OK?”, the page will open to the duplicated copy of the FSP and within that
Plan Information page, you need to do the following*

5. Change the Plan Type to “Ongoing Family Service Plan”

6. Make sure Open Date = the date you met with the family and they agreed to
modifications to the plan

7. Status will automatically appear as “draft” (leave it so you are able to work within
this duplicated record)

Zlar Tmfr-makinn
Plar Deaveloprmant
Jeads

Zlarnzd Services

Plan Cetails

—
FCZP EB

Ananey Zhild anc Tamily Services of Newport Detslls /
Pl=n Typ= Lnitial Family service Flan

Worker
Open Date * ]

Flzn verificztizn Date

Etatus oiraft /

A A A SV W & S & & Y &Y &Y &Y

As you continue to meet with the family to review the Plan you will need to duplicate the
previous Plan record stamped with the date and type of review (ongoing or transitional).
Every time you duplicate a plan, be sure that the previous plan you are duplicating has
been verified by a Supervisor.

When the family you are working with is ready for a Transitional Family Service Plan,
you will open the target child/youth’s previous (most current) Ongoing Family Service
Plan record (there can be multiple) and follow the instructions for duplicating the plan.
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Your “Plan Information” summary list will look as shown below:

3 Plans record(s) returned - now viewing 1 through 3

Plan Verification Plarl

=i S In tizl Famil = Child and Fzrrily 5 =
06/01/2010 08/10/2013 ntial Family Servica i and Femily Services |0y Bheils  |Complete
Elan of Mewport
¥ £e/12/2010 Gingzing Family S=rvice = Child and Fzrrily Services MFCDTI:!E.- Sending
Elan of Newport Michelle
H z/01/2011 “ransizionzal Family £ Child and Farrily Services McComoe, D-=%
T Service Flan of Newport Iichelle

| | | | Retrieve 15 |Zecords at a time | | | |

REMEMBER: Any time you are making significant changes to the family’s Plan and
need them to sign a new copy, you will need to duplicate and could have multiple
“Ongoing” plans with different dates showing when Goal/Needs were complete and/or
modifications were made.

“Activities” Tab

The “Activities” tab is the area in which you will record all services delivered to the
specified child/youth and other family members. (Service Codes/definitions are listed in
the “Appendices” section of this manual).

Adding Aclivities

1. Select “Add Activities” from the “File” menu in the “Activities” tab page.

© File Edit Vizw Favorites Tools Help \
w oA [ERIFIS “est l B v B @ - P v O Took ,‘
Add HNew Democraphics Seardh
Change Rale Add hezivibies P on _y Activities
RIFIS Svs Admin [ [Ge] Print h e

[
Last Updated by i
schase at
Julumny Ruckel 10/26/2011
11:07:19 AM
v

My RIFIS |

Quick Search RIFIS ID Family 1D
Status Active PER ID

Rocket DoB 8/16/1997

935030767

Partidpatng
ast Hzrre

Crildren [ Johnny SSN 935-08-1697
Lazt Mame D

#dvanced sesrch | Damographiss | s2c3 3p=n_19§= | 2genzy Intake

| Family Relations Natuy‘g:pports_."(:ase Relations

_ | Assessmerts & Forms, Jiacnosis
| Providers | | Pans || Activiies | Progress notes | nates
[ utilities R
|chor|:s | Date D
| Sign Qut |
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2. Select a Start Date, Start Time, End Date, and End Time and click on the “Add”
button. You will see another blank row appear (shown below) for entering a
reoccurring activities. Be mindful of the Activity page opening with Start Date
and End Date that you are logged into RIFIS. Override the dates to indicate the
date the activity actually occurred.

Johnny Rocket
dates and times pre-populate when opening a record,
50 be sure to record dateffime activity occurred

Activity Times

Start Date * _|StartTime ___ |EndDate*  EndTime [TotalMinutes | |
wgrzorr [ (o | oo B v B (1152000 T [0z 6 o0 6] P 6D

102001 [ |12 B[ oo B[ v B [11/0/20110 [ [12 ; oo B v
PN I e e, P =

3. Do not skip by the Activity Details! This header information must be filled out
order: FCCP, Agency, Worker, Status, Location/FCCP Funding, Place of
Service, and Payer.

Johnny Rockat

in

11/9/201112:22 PM

Activity Times
Strtote " [stari e endbote”[enaTme[Toattnaies ||
1/9/2011 [ o1 K@ oo [ em [ [1v/s/z011 [ [0z [ co Gl Pv B3
/92001 [ [12 oo R v ) [tviorz011 [ [12 W co A D LocationlFCCP Funding choices
Within FCCP
Activity Details Referred 0 ancther FCCP
FCCp * YV Lacation/FCCP Funding | [within FCCE D_‘ Raferred to nanFCCP

Agency © Child and Family Services D Detais Place of Serice Child and Family Services of Newport CourtD
Werker # Chase, 3heila B Paver [v]
Status "
Pendng [ Active Miltary/CHAMPU3
Activity Services DCYF: Fee for Service
Sarvice = li | Federal Grant Funding
Flex Funds
| In knd denation !
Med caid
Med care
i Ty Mg Insurance
Unit Type Cther
Units * 0 Pzrsonal Resources
EZ!‘:EEEE _ErlLTl_EEC"DEE “Service contract" will be the Payer far
Unit Cost qaes acivities directly provided by FCCP staff i e
Tobal Cost Ejtlzaéea.r:nmed Family Senica Plan, Team Meeting. SHCD, stc.
ola Q5
—_ Rite Slare

Service contract

| Emergency Exaenditur
L
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4. Click on ellipse button _I to display a list of services. Searching by Service
Type may help you find the specific code you are looking for (shown below).

5. Select the appropriate service and the service information populates the fields in
the bottom portion of the screen.

Search By | Fervice Type [+ Search Taxt ] |
ServicaID|SorviceCade — SarnndiaryCode hoctiveDatelEndNatel [

Echavioral Health

Payrhiatrir Fualnatinn

% Va4

347 BehHealthul BehHealthul Identified child I‘:a.m.a I"v'Ianagemlent F31/ 2011 413 u u
Psychiatrc I:\.raluatlcmE FIsIs Interventin *
348 BehHealthoz BehHealthoz Pu‘:enL Early Education/special E 34/ 2011 3414 0 o 03
Psychiatic Evaluation Fanily Suppurls J
349 BeliHeallh03 BeliHeallh03 "il::ing Intaks f31/2011 o 0
5i ;
Medical
350 BehHeallho4 BelHeallh04  Therapy - Idenlified C e 31/2011 5 1] 0
- Medication r21/ Select Sendce Type
331 BehHealtho3 BehHealtho3  Therapy - Family f31fz011 o G T 1 o o
352 bBehHealthuo BehHealthut  1herapy - 5ibling WMHUH clicl; D'n "'ee-ar.ch tah” u
Day Treatment - Sexual Abuse/Orrending
333 BehHealtho7 BehHealtho7 Indentilied child \%’31}'2011 i)
Acute Residential | Substance Abuzc
a54 Dehll=althoo Dehllealth0d  Treatment Identifiec Trancportation fii/z011 5420 0 i) i}
Child
PMediatric Martial Day
355 BahHaalthnq RahHaalthnd  Treatment - Tdentitied Sescinn N5/31) 72011 5421 n n

6. Enter the required information.

7. Click “File” and “Save” when complete.

Activity Services

Service *

SerDellmp03

Team Mesting

Unit Tyoe

Units * W

Unit Cost £0.00
Total Cost

Emergency Exzenditure D
[FLE¥ FUND ACTIVITIES

ONLY)

Status of Record

Completion (FLEX FUND
ACTIVITIES O4LY)
General/Flex Fund Netes

After selecting the service code.
unit type, units, and cost are all
pre-dztermned based on the code
setup.

Cost, Emergency Expenditure,
Status of Record (date of check or
purchase of gitcard), and
GeneralFlex Fund Motes zre
fielded areas left to fill in.
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Viewing/Editing an “Activity” Record

1. Click on a target summary record from the “Activities” tab page.
2. Perform any appropriate changes.

3. Select “Save” from the “File” menu.

’7 Date Service Agency Worker Units Status .
04/ 24/2010 | Psychiatric Evaluation - Identified Child |MNewport County Mental Health Center|Alexandre, Jason |6.00 |Pending "
03/30/2010 | Strengths, Needs, and Cultural Discovery | Child and Family Services of Newport |Alexandre, Jason | 9.00 |Complete |k
03/25/2010 | Therapy - Group Child and Family Services of Newport |Alexandre, Jason |4&.00 |Pending
03/24/2010 | Medication Evaluation - Parent Child and Family Services of Newport |Alexandre, Jason|2.00 |Pending ’
03/23/2010 | Strengths, Needs, and Cultural Discovery | Child and Family Services of Newport |Alexandre, Jason |§.00 |Complete }

[ == First | [£previous| Retrieve[i5 | Records st = time [Next> | [ Lastzz | 1\

e g ani ’-#NH* e ' o sttt I..’. e, e e P, » f

IMPORTANT NOTE

1. Activities marked ‘“Complete” cannot be edited.

2. Reoccurring activities are recorded within one record.

3. EXCEPTION is a Team Meeting. Team Meetings need a new record
created each occurrence with the date and time meeting occurred.

e Start Date — Begin date of the service activity. Users may not be able to change
the service date once it has been saved.

¢ End Date — End date of the service activity. This date defaults to the current
date.

e Start Time — The time the activity started. Users may enter up to three start and
end times.

¢ End Time - The time the activity ended. Users may enter up to three start and
end times.

¢ Total Minutes — The total time for the activity. This time is calculated by RIFIS
by summing all the minutes between each start and end time.

e FCCP - Select the FCCP that the child/youth is open to.
* Agency - Select the agency where the child/youth is open to.

¢  Worker - Select the FSCC.
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e Status — the status of the activity:
o If the status is “pending”, the activity may be edited.
o If the status is “complete”, the activity many not be edited.
¢ Location/FCCP Funding: The user can select from the following:
o Within FCCP - service occurred within the FCCP;
o Referred to Another FCCP - service occurred with another FCCP; and
o Referred out to a non-FCCP - service occurred with an agency/provider
outside of a FCCP.
e Place of Service: The place where the activity occurred.

¢ Payer: The entity from which to receive payments or bill for services delivered to
a child/youth.

e Service — Pulled from the “service” box for the selected service code, which is
automatically populated by RIFIS.

e Service Description — The associated description of the selected service code,
which is automatically populated by RIFIS.

e Unit Type - Pre-determined based upon each service code’s set-up.

¢ Units — Enter the number of service units that the child/youth/family received.
e Unit Cost — Cost of the service drawn from the “service codes setup” table.

e Total Cost — Calculated by RIFIS based on the Unit Costs and the Units.

¢ Source of In-kind Donation - If Payer = In kind donation, identify who provided
the donation.

e Estimated value of In-kind Donation — If Payer = In kind donation, enter the
dollar amount of donation.

¢ Flex Fund Notes — If Payer = Flex Funds or In kind donation, add notes related to
activities delivered through this Payment Source.

Completing an Activity

An activity should be marked “Complete” after the User enters required information.
Once activity record is marked “Complete” the record is READ ONLY.
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“Progress Notes” Tab

Users may enter a variety of information pertaining to a child/youth/family via the

“Progress Notes” tab. These notes should include records of home visits and phone calls,

case notes, meeting minutes, etc. The Progress Notes functionality allows users to

maintain a log of case-related activities.

Adding a Progress Note

1. Select “Add Progress Notes” from the “File” menu to display the “Add Progress

Notes” page.

2. Enter all information

as shown below.

hotes Detalls
RIFCIS IO
FCCE ¥

Agancy

Sorvice Date ¥
Start Time
CLrazlan

MNote Catagory #
Lortact |'|'FE
Certact Witk
Flace

Mamily S=-vice Flan;:
MNeedsilioa s

Fainily 3= wive Plan;:
Needs/Goa s [selact it
note rescs mora than ona
[T ey |

Czta. Assessment B P or
(characzer imit: 95007

Status
Mota Ey ¥
litle

Cztz Completoc

NI [

Comprehensive Comrianty Action (M2I) |:| Detzils
11/:/2011 H

ot B3 oo B3| ~m [
1 hr.

Carz Cuuiding.io |:
Face to Face |:

Target Child |_|
Commurity [

1

Hazc M2z2ds |:|
[v]
DATA:

ASZIIEMENT

ELAN

Nrat ]
Chigse, Eleila :I

[~

WW

e Select a Note Status of Pending, Complete, or Alert.

3. Select “Save” from the “File” menu.

\Wmmamw~
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Alert Notes/Note Attachments/ Routing a Note to a Note Recipient
(refer to “Add a Note” section below for instructions re: these 3 functions)

Viewing/Editing a “Progress Notes” Record

1. Select the target summary record from the “Notes” tab page.

2. Perform any necessary changes and select “Save” from the “File” menu.

NOTE: Only “Pending” notes can be edited. Notes with their status marked as
“Complete” return a non-editable record.

IMPORTANT NOTE

Once a User has viewed a Note from the My RIFIS > Unread Notes queue, the
Recipient Status automatically updates from “Unread” to “Read”, and the Note is no
longer accessible to that User from My RIFIS.

“Notes” Tab

Users may enter general information pertaining to a child/youth/family via the “Notes”
tab. These notes, as determined by the users’ agency’s set-up, will include records of
phone contact and/or face to face with other workers/persons concerning a case.

Adding a Note
1. Select “Add Notes” from the “File” menu to display the “Add Notes” page.
2. Enter at least all required information.
3. Select a Note Category, which will filter the available options for Note Type:
a. Family, Professional, Case

4. Select a Note Type; this identifies the type of information documented in the
Note.

5. Enter a Description. The Description should be a brief summary of the content of
the note, similar to an email subject line entry.

6. Use the Note field for the narrative of the Note Entry.
7. Select a Note Status of Pending, Complete, or Alert.

8. Select “Save” from the “File” menu.
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Alert Notes

If Status = “Alert”, then the Note will popup as an alert message when any User first
accesses the child/youth’s record. This is intended to be used for critical or time-sensitive
information.

£ | htkp: ffrifis. harmonyis.com/RIFISConfig/Dislogs DislogAlertMotes, aspx? ChapterEntity ID=57 2388

On

By

Last Updated

Last Updated

Alert Notes

NoteBy Corinne Kulesh

NoteType Followup

Subject

Notes On 3/23/2010 at 1118 PM, Corinne Kulesh wrote: Focusing on

strengths and identifying natural supports

3/23/2010 1:15:07 PM

ckulish

Note Attachments

Access the “Add Notes” page as previously outlined.
Check the “Add attachment after save” box.

Select “Save” from the “File” menu to save all the data entered in the “Add
Notes” page and the “Edit Notes” page appears with an activated “Add
Attachment” link.

Click on the “Add Attachment” link to display the “Add Attachment” window.
Click on the “Browse” button to append the file to the note.

Select either the “Use file name from disk™ or the “Use the following name”
options.

Click on the “Submit” button.

Routing a Note to a Note Recipient

To send a Note to another User’s attention, click on Add Note Recipient: _I to
search and select a Worker.

Select “Save” from the “File” menu.

The Note Recipient will see the Note in their My RIFIS > Unread Notes queue.
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Viewing/Editing a “Notes” Record

3. Select the target summary record from the “Notes” tab page.

4. Perform any necessary changes and select “Save” from the “File” menu.

NOTE: Only “Pending” notes can be edited. Notes with their status marked as
“Complete” return a non-editable record.

IMPORTANT NOTE

Once a User has viewed a Note from the My RIFIS > Unread Notes queue, the
Recipient Status automatically updates from “Unread” to “Read”, and the Note is no
longer accessible to that User from My RIFIS.

Viewing/Editing Ticklers

1. Select the “Ticklers” menu item from the menu bar and the list of ticklers appears.

/= CFP Config - Windows Internet Explorer 5.
& | hitpribis harmenyis,comyFIFLS Ce L asp ] =27964¢ 1 i hapter= pe="
;
P
harmeny Ticklersf
un 4/17/2010 8:17 PM
[~ Filter L,
BEs B e =R = | | -
e 5 1
4
Date Completed  Status :’
3
> e e T [ Pl it

2. Click on any listed item to open and view it.
a. If the tickler is associated with a particular function, the form will appear.

b. If the tickler is a reminder to complete a task, the record will appear to be
marked as “Complete.”

3. Hover over the arrow button next to a target item and a menu appears to allow the

performance of additional tasks related to the tickler selected: Edit, Add Another,
Reassign, Cancel, etc. The items on the menu will be contextual and will only
show operations that you can perform on this tickler.

4. Select “Save” (if some edit was completed) or “Close” (to quit the view) from the

“File” menu.
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The Supervisor — allows greater access to cases within the FCCP region.

File Edit Ticklers

harmony.

Ay o1

Change Role
(Super'-;iscr EB =l ‘
| My RIFIS |
hclcsearch RIFIS ID 57233 Family ID 22 y
I 5 Participating| | Status Active PEP ID )
l—_lchildren = Last Name Lennon DOE 1/1/1999 ’
First Name John SSN 909-99-9999 d
|Last MName ;I f : 7 4
i - : Demographics FCCP Open/Close Agency Intake '
Advanced Search ! - r
Family Relations Matural Supports/Case Relations Page Tabs
l— - .| Assessments & Forms Dizgnosis Payars/Payment Sources
Elans Activities Notes
Providers | 2 : :
Reports | Demog_rapln'cs ,
Dzte of Birth 1/1/1999 Age 11.3
Sign Out | Gender Male RIFIS ID 57233 ;
Race Caucasian/White Primary Language English
Contact Information
Street 22 Strawberry Field Dr. State RI
Strest 2 Zip Code 02840
City Newport Home Phone Number (401) 555-1212 “_/
WP i — A - r-.-u"“ o . ol sl i

Children Chapter Responsibilities

e If Supervisors are taking on any RIFIS data entry responsibilities
of an FSCC, refer to the FSCC Role section of this manual for
instructions.

e In the FSCC Role section of this manual there will be certain
functions that will be done ONLY by a supervisor.

For Example:

Reverse Disposition

If a closed FCCP Open/Close needs to be re-opened, only a Supervisor or System
Administrator has rights to reverse the disposition.

1. Click on the target summary tab list view.

2. Select “Reverse Disposition” from the “File” menu (disposition will revert to
a default of “Pending”). The user may then select a different disposition.

3. Select “Save” from the “File” menu.

IMPORTANT NOTE
NOTE: All ticklers created by the reversed disposition will be consequently deleted.
Any cancelled or completed ticklers will remain unchanged.
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“My RIFIS”

The “My RIFIS” page is a management tool for both FSCC’s and Supervisors to manage

their own caseloads. Supervisors have access to view all their assigned workers within
their FCCP region.

hg.rmony. My RIFI§

Waelcome, Sheila Chase 5/2f2010 12:.-

[Children | [Tasks
=l Ticklers El My Management
55 Ticklers Family Queus

E FCCP OpenCloze
& Pending

Current Active Families
Enrollmeants

Ticklers Dus

Pending Assessments Queue

Pending Plans

My Activities

LY......xl - “' .y ‘x.xl -u-m' e ““"fi\'\ sadimidl oo

The “My Management List” will give the Supervisor different ways to view the
information entered by their workers on RIFIS children/youth/families. See example
below:

File !
h,q.ﬂr‘r:.ﬂ,.o.n_y:_ Current Active Fam|l|J

Welcome, Sheila Chase 5/3/2010 12:49 P}

| [wokor [rcco [owpostion [umberorcases | |

E Guglielmo, Barbara EB Open 3 g

[ [hid/Youth |RIFISHo |OpenDate  |ReferralDate {
Brand, Trudy 57329 4/14/2010 12:00:00 AM  4/14/2010 12:00:00 AM '
school, recess 57337 4/14/2010 12:00:00 AM  4/14/2010 12:00:00 AM Y
tuinkle, star 57338 4/14/2010 12:00:00 AM  4/14/2010 12:00:00 AM ’

Guglielmo, Barbars EE Pending 2

Chase, Sheilz EE Pending 4 ’

Gianfrancesco, Maria EE Panding 1 ’

Dzhlguist, Gail EB Open 1 .

Dzhlguist. Gail EE Pending 1 f

Puhacz, Michael . .., @pen 1. " ’0« "‘ o, mnmd

Ll ““‘-\.-‘-J‘ % = - ﬂ‘“"“-w"""‘w"\ Lt W ., e — . P
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“Providers” Chapter Tabs

Provider
The “Provider” tab contains the demographic data on service providers and programs.

File Edit !
h.a.rmony. &
Child and Family Services of Newport
Basic Information
Initial Fund Code * IEE vI Provider Type I vI o
Provider Mame * IHarn1cn'.; Exclude from Dropdown O
Short Name I Monitor - DCYF I vI '
Provider Mumber I Monitor - PEP I _I' ’
Parent Vendor
I Monitor - CPS I vI {
2 Comments -
Active W~ j Y
External = {
Contact Information %
Contact Name I Ehone I ’
Streat I Ext I i
Streestz I Fax I
ey | L= email I ¢
clear r
T | L7 website I :
Clear !
Zip Code | B3] K
Clear 8
Mailing Address
Set Parent Company I vI Mailing Street I
Mailing Address
Attach Parent Company I_ Mailing Streetz I ,
Mailing Address '
Mziling Address Same as O Mailing City I F
Contact Address
Yy SN T e Y e e SR

Editing a “Provider” Record

1. From Providers > Advanced Search, search and select a Provider record.

2. Select “Edit Providers” from the “Edit” menu to display the provider’s detail
record.
3. Perform any necessary changes

4. Select “Save” from the “File” menu.

Tip: When entering an address throughout RIFIS, enter a full or partial zip code and click

the ellipsis _I button. If an exact match is found, the city and state fields will be auto-
populated. If multiple matches are found, a list will appear to choose from. This list may
contain only zip codes of the user’s area.
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FCCPs
The “FCCPs” tab lists all existing fund codes for the provider. They are displayed in a
standard filter list view screen.

Viewing ” FCCPs”

e Click on the "FCCPs" tab in the "Providers” chapter to display a list of
all available FCCP codes assigned to the provider.

Service Codes List

The “Service Codes” tab lists all program services that the provider offers as established
in RIFIS.

Viewing/Printing a “Service Codes” List

246 Service Codes List record(s) returned - now viewing 1 through 15

Service Code <ffective Date End Date Unit Type Description

AzmitSrvl 07/01/2mag 15 min Biopsychosaocial - Identified Child £0.00 | AsmitSrvl True Fzlz=
AsmtSrvi0 07/01/200% N\ 15 min Medication Evaluation - Sibling $0.00|AsmtSrvid True Fals=
AsmtSrvil 07/01/2009 "Ts-q;m Psychiztric Evalustion - Identified Child | $0.00 |AsmtSre1r | N e
AsmtSrvlZ2 07/01/2003 15 mi.ﬁw_i_atri: Evaluation - Farent %0.00 | AsmtSrvl2 @
AsmitSrvl3 07/01/2009 15 min Ds',r:hMation - Sibling £0.00 [ AsmtSrvl =
AsmitSrvild 07/01/2009 15 min Risk Managemrem £0.00 | AsmtSr =
AsmtSrvis 07/01/200% 15 min Strengths, Needs, and Cumw £0.00 AsmtSri; In order to print full =
AsmtSrvis 07/01/2009 15 min Toxicology Screening - Identified Chi £0.00 | AsmtSr) Service Code List, ==
AsmtSrvl? 07/01/2009 15 min Toxicology Screening - Parent 0.0 tSr| enter a number that =
AsmtSrvi8 07/01/2009 15 min  |Toxicology Sereening - Sibling £0.00 AsrntSri: exceeds the number of
AsmtSrvis 07/01/2009 15 min | Other (Assessment) - Identified Child  |$0.00|Asmtsr Senvice codes in RIFIS
AsmtSre2 07/01/2009 15 min | Biopsychosocial - Parent s0.00 | asmtsri (1.2.250) as the number  g=&
AsmtsSrezo 07/01/2009 15 min | Other (Assessment) - Parent $0.00 | AsmtSry to Retrieve e
AsmtSrvzl 07/01/2009 15 min | Other (Azseszmant) - Sibling =0.00| 2=mtzr and refresh your screen #
AzmitSred 07/01/2009 15 min  |Biop, ing £0.00 AsmtSri; Click on File then Print 2. g
: ords at a time IE j

Caution: The Service Codes List can be modified by RIFIS System Administrators only..

—

Worker

The “Worker” tab contains information about employees of the provider. Each employee
is entered into the system individually. Relationships to supervisors, work units, and
divisions are also established in this area.
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Viewing/Editing an Existing “Worker”

Note: To deactivate a worker, uncheck the “Active” box. Inactive workers are

Access a provider’s record and select the “Worker” tab to display a list of all
workers for the provider.

Click on a target record to open the worker’s record.

Perform the necessary changes and select “Save & Close” from the “File”

menu.

automatically not included in worker dropdown lists throughout RIFIS.

Adding a “New Worker”

Contact a RIFIS System Administrator

IMPORTANT NOTE

Agency Intakes List

The “Agency Intakes List” tab displays a list of all Children/Youth with an Agency

Intake record for the current Provider. This list is read-only; to edit or update an Agency
Intake, a User must access the record through the Children Chapter.

Child and Family Services of Newport

Providers

FCCPs= Warkers

Service Codes List | Agency Intakes List |

Practice Model

[~ Filter

Iﬂl Dizposition

= | Mot Equal To

Iikgenc‘,—- Intake Date;l

;”CIcsed

=l]ano =]

Case No FCCP Consumer

Agency Intake Date Worker

Disposition Discharge Date Expected Discharge Date

[Lz=kirst | [£Previous| Retrieve[1s

Fecords at = time

57339 |EB Brand, New 04/14/2010 Guglielmo, Barbara | Open

57231 |EB Brewster, Punky |03/23/2010 McCombe, Michelle | Open

57278 EB Griswold, Charles |03/24/2010 Puhacz, Michael Open

572332 EB Lennon, John 03/23/2010 Alexandre, Jason Open 09/30/2010
57337 |EB school, recess 04/14/2010 Guglielmo, Barbara | Open

57301 |EB Shez, Hollie 03/24/2010 Vargas, Elder Pending

57320 |EB Tafe, Todd 04/01/2010 McCombe, Michelle | Open

57271 |EB tito, perez 03/24/2010 Vargas, Elder Open 03/23/2010
57338 |EB twinkle, star 04/14/2010 Guglielmo, Barbara | Open

57298 |EB Zombie, Rob 03/24/2010 Alexandre, Jason Open 09/24/2010

e
R~

'\-v-n.“,'"‘»n"'“»--ﬂﬁ_‘-.vﬂq‘*-*ﬂ*"ﬂi

TN W W W
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FCCP & Agency

Transfer to another Agency within an FCCP

Click on “Advanced Search” and select child’s name from summary list.
Click on “Agency Intake” tab.

Select Agency Intake from summary list.

On the Agency Intake page, change the disposition from “open” to
“closed”.

D=

Contact Notes TR [Child and Family Ser Czt=il=
Track Disposition Referal Date 10/26/2011 j

;.gen:',- Intake Start Date 10/26/2011 H

Dizpozition # Closed D *—'_‘___-

Disposition Date * 11/2/2011 ll
Date when DCYF intake il
summary received (if

zpplicable)

For children needing = risk l:l
management plan, has a

that apply)

Ancther child in family cpened to OCYF & remained frem home
Another child in family opened to DCYF & removed from home
Target child aged out of FCCP

Change in Target Child

Family moved out of area

Family withdrew w/ netice

Family withdrew w/o notice

FCCP Non Wrap Practice Model completed

FCCP Funding and Service ¢ 1arget child adjudicated cut of FCCP

Brimary Payer/Payment
Sources

Target child opened to DCYF & remained home
Target child cpened to DCYF & removed frem home
Team agrees Wrap completed {goals met, natural supports in place)
2 s U e i oo eceiyve single service w/fin

FCCP Funding/Billing
Categeory (for the Census
Report)

FCCP Service Category
(Monthly Reparting Form)

Transfer Target Child to another agency within the FCCP
ransrer large Ild to another =

Close Data Unable to Contact Family

Close Date * Family declined service (specify reason below in "other” close reason)

Triaged and Referred Out

5. When you select “closed” as your disposition the page will process

Processing...

and at the bottom of the page, a subheader will appear, “Close Data.”
Select the down arrow on the Close Reason and select “Transfer Target
Child to another agency within an FCCP.”

6. Select “Save” from the “File” Menu.

NOTE: When transferring a child, keep the disposition on the FCCP
OpenClose to “open.”

a
plan been completed?
Has family received FCCP | yag 4
services previously? = l:l
. which agency Gateway Healthcare

vided the FCCP —= V]
zarvicasz?
Sources of Information to [t ac caregiver b |lcaregiver (child's caregiver in a f:
complete intake (select all cace record review L4

Close Reason l:l
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Workilow Wizard

Complete FCC2 Closing |

kne, Sheila Chase
R=assign’™y

rNMwWMNJ

A “closed” disposition will trigger a workflow wizard with one tickler, “Complete

FCCP Closing”

Complete FCCP Closing: This tickler is not relevant to this scenario. To cancel

a tickler, hover your mouse over the arrow to the right of the tickler and a new

window will appear (see above.)

Contact the new agency so they can open the child/youth to their agency.

record.

NOTE: The new agency will have access to the child/youth’s

Steps for transferring child/youth to the new agency

1.

Do an advanced search.

57231 Brewster Punkoy 05/03/2002
57232 day moon 01/01/1999 Iv
ar 233 Lennon Jahn 01/01,/19599 -
57235 Doe John 03/01/1998 -
57238 Browm Lucy 04/01/2009 -
57240 Joseph Jehn 02/23/2009 -
57242 Bear Teddy 02/02/2008 -
57243 Smith John 01/01/2001 -
57244 Grivers Jim 0=2/14/2000 -
57253 Mature Victor 04/10/1965 *
57256 Simson Bart 12/12/1999 -
57257 James Rick 03/07/1975 -
5r258 Fhair Liz 01/28/2001 -
o5r259 Smith Joe 11/26/1975 -
57263 smile happy 02/02/2002 -
| | Retrieve |15 |Records 2t = time Mext > | | Last ==
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2. Click on child’s name.

3. Click on the “Agency Intake” tab and click on “Add Agency Intake” from the
“File” menu.

4. Enter all required information and select “Save Agency Intake” from the “File”
menu.

5. After screen refreshes and window appears that “Save was successful,” click on
“Workers” and identify the assigned workers to this child/youth’s record.

6. After entering all required information, select “Save Enrolled Worker” from the
“File” menu.

Transfer to another FCCP

Families may transfer from one FCCP to another FCCP, e.g., family moves.
When this occurs the FSCC needs to close the child/youth record and the new FCCP
needs to open the child/youth to their region.

Click on “Advanced Search” and select child’s name from summary list.
Click on “Agency Intake” tab.

Select Agency Intake from summary list.

On the Agency Intake page, change the disposition from “open” to “closed”.
When you select “closed” as your disposition the page will process

M

Processing

and at the bottom of the page, a subheader will appear, “Transaction Data.”
Select the down arrow on the Transition Reason and select “Transfer Target Child
to another FCCP.”
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File Tools
h. Q.Lme.ny. Agency Intake

Last Updated by bguglielmo at

4/26/2010 12:31:33 PN

FCCR * oc
e SRR petais
s Fefe 04/07/2010 [
4/s/2000 [
Closed b

4/30/2000 [

Hotes

Wrap ~

= | Yes|w

Team agrees Wrap completed (goals met, natural supports in place)
Team agrees Wrap completed, child continnuing to receive single service w/in
Target child opened to DCYF & removed from home
FCCP single service completed
Target child opened to DCYF & remained home
Target child adjudicated out of FCCP
arget child aged out of FCCP
Another child in family cpened to DCYF & remeved frem heme
Another child in family opened to DCYF & remained from home
FCCP Funding Category | Family withdrew w/ notice
FCCP Funding Category Family withdrew w/c notice
Family moved out of area
(Date fami Change in Target Child
.

[Transfer Target Child to another FCCP

a

Select “Save and Close Agency Intake” from the “File” Menu.

7. A disposition of “Closed” will trigger a work flow wizard. Complete the tasks on

the list.

Click on “FCCP Open/Close.

9. Click on the target summary record from the “FCCP Open/Close” tab list view to
display the “Edit FCCP Open/Close” page.

10. Change the status to “Closed” from the “Disposition” dropdown list.

11. A new dialog box with a warning message will appear. Select “OK.”

12. Enter all required additional information. Select “Save and Close FCCP
Open/Close” from the “File” menu.

13. Once the FCCP Open/Close is closed (saved with a Disposition of “Closed”), the

record becomes read-only and RIFIS considers the child/youth to be inactive.

*

Different target child identified

Example: A child/youth is referred and open to a FCCP. After working with the
child/youth, it is discovered that a sibling is actually the target child.

If the child was recently open and the following information is in the record:
Demographics

FCCP Open/Close

Agency Intake

Click on “Advanced Search” and select child’s name from summary list.
Select “Edit Demographics” from the “Edit” menu.

Change the Name, DOB, SS# and Gender and Select “Save and Close
Demographics” from the “File” menu.
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If the child has been open greater than one month, close the child’s record and Open
the newly identified target child. Please refer to FSCC Role Section in the manual for
the steps.

Multiple Target Children in the Same Family

Example: A child/youth is referred and open to a FCCP. After working with the
child/youth, it is discovered that there are other sibling(s) that could be identified as a
target child.

In this scenario, the original child that was initially referred to the FCCP will remain the
target child for the family.

Plan Tab

In the Family Service Plan, include any planned services for the sibling(s) or parent(s).
Document any Needs, Goals, Objectives and Action Steps that refer to a sibling(s) or
parent(s).

_Fie |
ha rmony Need/Goal

moon day 5/1/2010 10:20 PM

Need/Goal

Meed Code * 104 E

Heed/Gosl

Educational ;: Moon's brother, Dusty, needs to meet with a tutor 3 times a week
after school|

Status Pending |v
Update/Progress Date 7]
Completion Date H

Primary Nead |:|

If a sibling or parent need/refer to a service(s):

Click on “Planned Service” under the “Plan” tab.
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h.Q.Lmany. Planned Service
Planned Services
Start Dats £/2/2010 E
End Data 4/16/2010 9]
FCCP uc
Service Code * ASMESIVS E
Service Descriptio |Deve|opmenta| Evaluation - Sibling
Brovider [D * 125 lz‘
Agency |Providence Center
Unit Type 15 min
Total Unit: -
Unit Cost £0.00
Cost £0.00
Payer Private: Tufts v
Location/FCCE Funding Bel

Commen t=

If an assessment (e.g. Ages and Stages), indicate the sibling’s name

When Referral does not lead to intake: Not Eligible, Services
Declined

Sample Scenario: A family is referred to the FCCP by a homeless shelter. The intake
worker creates a RIFIS record for the child and completes the Demographics and the
FCCP OpenClose Tab. The disposition on the FCCP OpenClose is set to “pending”
while it is determined if the family is eligible. Two days later, it is determined that the
child is not eligible for the FCCP.

1. Click on the target summary record from the “FCCP OpenClose” tab list view
to display the “edit FCCP OpenClose” page.

2. Change the disposition from “pending” to “not eligible.”
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€ https:/ihsstest.rifis. harmonyis. net/?ChapterlD=144&ViewType=SubPageView&PagelD=27955&ChapterEnt - Windows Internet Explorer u[g]ﬁ
™

File Viord Merge

hgrmany. FCCP Open/Close

Last Updated by bguglielmo at
4/27/2010 3:25:05 PM

FCCP Open/Close | FECR
FCCP *
Contact Notes

Disposition *

Track Disposition

DI ion Date

Referrzl Date *

/2010

Referral Time *
Open Date *
Open Time

First Contact Dats

First Facs
Dats

First Face-to-Face Contact =
Time —

to-Face Contact

Primary Worker *

Magaw, Darlene

Secondary Worker

Data Entry Date [ajz7/20100

“

Referral Source
Redoicl Squrd DCYF Child Protect. Inv. Indicated [e]*
Response Priority

Responss Friority euer [

Services Referred for Families Ineligible for FCCP
e Requested 1 =

<||

& Requastad 2
Service Requested 3 o |

Close Data

€ Internet % 100% ~

3. In the “Open Date” indicate the “Close Date.” Close Data section will appear
at the bottom of the page.

Last Updated by bguglielmo at
4/27/2010 3

Teddy Be:

FCCP Open/Close | FCCP

EB

| mot Eligible [
4/27/2010 [

Referral Date * af27/2010 |08

Contact Notes

Track Disposition

Referral Time * 11 %] a5 (%

Op=n Date * 2/25/2010

Open Time = =

First Contact Date %/27/2010

First Faca-to-Face Contact

Date

First Face-to-Face Contact v vl ™|

+ Worker
Primary Worker Magaw, Darlene

Secondary Worker

Data Entry Date [ajz772000

»4

Referral Source

Referral Source DCYF Child Protect.

Response Priority
Respanse Prierity CPS Urgent [w

Services Referred for Families Ineligible for FCCP

Service Requested 1 i [

Se

e Requested 2

Service Requasted 3 pos

Closa Data
Close Date *

4/29/2010 |8

[Target Child not at Risk for DCYF Involvement

[Target Child not Severely Emotionally Disturbed (SED)
Target Child not Transitioning from Training School
[Target Child opened to DCYF FSU and/or Probation

€ Internet @

4. Select a close reason.
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Teddy Bear

‘ FCCP Open/Close | FCCR!

- FocP [ —

Contact Notes | EB

| Treck Disposition | DiEFesien Not Eligible v}«

Disposition Date =
s [After-School Program i

Referral Date * audiclogy

Basic needs/Financial support services
Case management service/service coordination
. Counseling/therapy (child)

Counseling/therapy (family)
Counseling/therapy (parents)
Crisis intervention
Day treatment
Diagnosis, evaluation and assessment
Domestic vislence services (perpetrator)

Referral Time *
Op=n Date
Open Time

First Contact Date

First Face-to-Face Contact

Date Domestic violence services (victim)
First Face-to-Face Contact |Drug abuse counseling (child)
Time Drug abuse counseling (parent)

Early intervention program

Family stabilization

Secondary Worker Foster care 1=
Head Start

Primary Worker *

Dats Entry Date Housing services
Intensive home-based case management services
- Intensive home-based clinical services

Legal services

Maternal and child health services

Medical consultation

Medication and monitoring

lutritional consultation

Other in-school support

Farent aide supports

Referral Source
Referral Source

Response Priority
Response Priority

Services Referred for Fam{psrent education v
Service Requested 1

Service Requested 2 | []
Service Requested 3 [ [v]
Close Data

Closeibaltenl 4/29/2010 7

Close Reason * | Target Child opened to DCYF FSU and/er Probation v

Other Cloze Reason

]

Last Updated by bguglielmo at

4/27/2010 2:25:05 PM

€ Internet

5. Indicate up to 3 services that the ineligible family was referred to.
6. Select “save” from “File” menu.
Follow the same steps if:

child/youth/family declines services; or
FCCP declines to serve the family.

~

|

WHEN TO USE:

Another child in family opened to DCYF & remained from home
Another child in family opened to DCYF & removed from home

Target child aged out of FCCF

Change in Target Child

Family moved out of area

Family withdrew w/ notice

Family withdrew w/o notice

FCCF Mon Wrap Practice Model completed

Target child adjudicated out of FCCF

Target child opened to DCYF & remained home

Target child opened to DCYF & removed from home

Team agrees Wrap completed (goals met, natural supports in place)
Team agrees Wrap completed, child continnuing to receive single =ervice w/in
Transfer Target Child to ancther agency within the FCCP

Transfer Target Child to another FCCP

Unable to Contact Family

Family declined service (specify reason below in "other” cloze reason)
Triaged and Referred Cut
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Your role determines what RIFIS reports you will have access to. There are three types
of reports: Custom, Standard, and Ad Hoc.

»
42 || x| [ Live Search P-’

File Edit Wiew Favorites Tools Help

x & - Rl 7 x @sregt B = ')

. Favorites |1§, € Sugaested Sikes @ | Free Hotmail & | Web Slice Gallery + @ | Windows # | Windows Media & | Windows Marketplace & | RealFlayer # | Customize Links

(@ cFP config | -8 -2

[T

+ Page ~ Safety + Tools ~ @v,
\‘

Changa Role .
(R[FISgMnmtm’ = hqu MmO NN, Reportst

[ My RIFIS | Welcome, Sheila Chase

4/13/2010 12:22 PM

Filter Report By
Quick Search—————————————— |

P participating Tvpe [ category | E s
Children =

Last Name =
Advsnced Search Click on "Reports" Chapter

| children |

workers

[ Providers |

[ Sign Out ]

LIV Vo, YW W0 e

L

Windows Internet Ex|

@.‘\,\/ - |g, http:frifis harmonyis,comiRIFISConfigiPagesiHarmany, aspo?Chapter ID=1 75 hapterEntityID=1268 alinaChapter=ProvidersdCalingPage=Pravider+List j

"y_ L) I:"’LiveSearch

File Edt View Favorites Tools  Help

X ok - P‘- » 5 [E snag E 1=

.7 Favorites \15 & sungesied Stes @ Free Hotmall @ | Wieh Sice Gallery = @ | Windows @ | Windows Media @ | Windows Marketplace £ | RealPlayer @ | Customize Links

&ono | P~ Bl - 0 e - Page - Safety - Took - @~

Change Role )
[RIFIS Monitor = hOu[ 0 NLve, Reports

iy,

Welcome, Sheila Chase

| My RIFIS ‘ 4/12/32010 10:57 AM
- Quick Search Filter Report By J?
[ participating Type [Censumers Category |Activities | [ Retrieve (
Children = H? L4
Last Name - )
=nced Search - Providers - >
" |Activities Report Worker: lut all activities for a given program, consumer, and date range.
€ |Activities vithout Session Notes Showes all activities vithout session notes by program, worker, and consumer.
‘ Children ‘ € |Activity By Pragram Shows all activities vithin the given date range grouped by Provider.
‘ Providers ‘ £ |activity By Worksr Shows all activities vithin the given dste range grouped by Worker,
' |Activity Report Shows detsils sbout 2 single activity. '
| Sign Out ‘ £ |All Activities by Consumer and Service Code  (Shows details sbout sll activities for = given fundcode and dste range, by consumer and service code. ‘.‘
£ My Attandance - Consumer Calendar Shows all activities for = particular consumer in 2 given date range. /
£ My Attandance - Facility Calendar Shows all activities for = particular Program and Faciltiy in 2 given date range. ‘
€ My Attandance - Program Calendar Shows all activities for = particular Program in a given dats range. ’.
£ My Attandance - Ststus Calendar Shows all activities for & particular Attsndance Status (Activity Status) in a given dats range. ’
€ |My Attandance - Worker Calendar Shows all activities for = particular Worker in = given dats range.
" My Attendance Program Roster Consumers who were given a particular service as a group through My Attendance.
€ |My Attandance Program Roster_My Attendsnce [Consumers who were given a particular service = = group through My Attendance.
" |Services Rendered Authorized Shows all authorized services rendered in a particular date range by = particular provider.
€ |Services Rendered Non-Authorized Shows all non-authorized services rendered in a particular date range by a particular provider.
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Custom Reports
RIFIS will include custom reports designed specifically to output RIFIS data.

FCCP Intake Form — a printout of the Intake Form for the current child and
family.

Family Service Plan — a printout of the current Family Service Plan for the
current child and family.

Functional Assessment Report — an aggregate report across children/youth
displaying baseline, ongoing and transitional scores for one of six key
assessments to evaluate functional change over time.

Quality Assurance Report — an aggregate report listing children/youth active
within a report period and containing key dates and data points for monitoring
data quality and compliance with care coordination standards.

Flex Fund Report — an aggregate report listing Flex Fund and In-Kind Donation
activities delivered to children/youth within the report period.

Summary Report on FCCP Intake — an aggregate report across FCCP regions
providing statistical breakouts by response category for two dozen key child and
family characteristics.

Intake Report (sample is included in RIFIS Manual)

Family Service Plan Report (sample)

Page 1
-
Family Service Plan s
[Child/Vouth: Duck, Donald RIFIS ID: s7188 DOB: 211998
Family Hame: Waaterfowd Family 1D: 9993339933 Age: 11
Address: 123 Four St PEPID: 999935399 SSH: 9959-99-9939
Richmond, RI 025939
Worker: Harmony, Web Plan Date: 4i2i2007
FCCP: uc Review: Ongoing
[Agency: Family Services of Rl (Urkan) Review Date: 41252010

Hext Review Date:

Family Vision

The Wiat

erfovd family is able to spend more tim e together. Mom is able to work more hours while extended family provides childcare assigtance

b
Needs/Goals, Strengths, Objectives and Action Steps Target Date ProgressDate Completion D ate -,
[HeediGoal: Family Relations S 5f2010 4 32010
Strength: Extended family lives close by inthe same cit
(0 hjectives Explore possible babysitters to allowmom and dad to have date night once a m onth 4Mi2010 4M 32010 445201 0|
Action Step: heet wior call extended family mem bers in advance and coordinate schedules S 52010 4 32010
O bjectiver Identify the child's interests
Action Step: Go to local community cir. and find an activity to match the child's interests
Basic Meed Er152010 40132010 £
Mom isa good driver and family has a car T
Research what is needed to obtain driver s license
B T i e N ——— DI0l_geepgiaest. o g
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Page 2

Planned Services

[Service Service Code [Units Unit Type Start Date E nd Date ?
[Temporary HousingfRental Assigance] SocSrel | 75 |Day 322010

|Biop=ychosocial - Identified Child AzmiSry] | 1515 min IM2z00

Diagnosis Primary Diagnosis: [209 00] &utistic Disorder Diagnosed by: Child Psychologist,

Axis | 299.00] &Autistic Disorder, [314.01] Attn Defict byvperact Do Comb

Axis Il 902.00] Underinvolved Relationship, [904.00] Angryhostile Relationship

Axis I 477 .9] Allergies, [493.9] Asthima

Axis IV Froblems related to Social/Environment, Housing problem s, Other psychosodal/environmental problem s

Axis WV 63,52

Did C aregiver /Farent’Legal G uardian p articipate in the Development of the Flan® es

Did C aregiver 2/F arent’legal Guardian participate in the Development of the Plan? Ma

Drid C hildfrouth p articipate in the D evelopment of the Plan (f age appropriate)? Ve

Cid Other participantis) help inthe O ewelopment of the Flan? Yes

Caregiver 1/ParentiLegal Guardian Signature: Date:
Caregiver 2/ParentiLegal Guardian Signature: Date:
Child § Youth Signature: Date:

I s AN g i o R s o P

Standard Reports

Standard reports are out-of-the-box, generic aggregate reports available through the
Harmony solution.

- Windows Internet Explorer

—T5
@:\/ =[] hetpiniis.harmonyis. com{RIFISConfin/Pages/Harmony, aspx ?ChapterlD—1 7B&CalingChapter—My-+Harmany BCalingPage=ry-+Harmany =l *2|| x| [&F Live search .C’
¥
Fie  Edit Tools  Help 4
% i) - Esnagt B & o
.7 Favorites \ S5 M8 sugnested Sies v @) Free Hotmail @ | web Slice Gallery v @) Windows @ | Windows Media @ | Windows Marketplace # | RealPlayer @ Customize Links ‘
@oo | 9~ E) - [0 d=n v Page~ Safety v Tooks v ﬁ-)
g
Change Role . &
[Err— harmony. Reports

[ My RIFIS [ Veicome, Sheta chase 4/13/2010 12:22 PM

- Quick Search———————————————————— Filter Report By

W earticipating Type [Consumers =] categary [Enroliments =l [Remeve ] ‘
1

Children =

'—_l Activities
Cast Name - B - — | A nents
c FundCada WB & Eligibility

startDate *[01/05/2010 |8
EndDate * [02/13/2010 |7

| children

[ Providers Click on Run Repart ta view repart.

P
1
| {
1‘ {
| 4
$
7
j.

Report Nama Deascription =

[ Sign Out € |census Report = Consumer enrollment by program.
¢ |e=nsus Tracking Includes nams, case number, demeographics, LOS, current paysr name, and cass vorksr.
€ [Gurrent Enrollments Bxce=ding 6/ 12y of Consumer enrallments in which langth of stay is grester than six manths
ol e e
¢ [Elapasd Tima Batvizsn Rafamal | iy difference betveen referral date-time and enrallment date time by warker, with averages, by vorker.
[l — e e e s e s s
| E s s T B s =, by program, expected v, actual discharge date, vith differance, LOS, and percentags of LOS. Includes chart.
& |new consumer Enrollments Lists Consumers =nrolled in = program during spacifisd dats rangs by disposition
€ [program closings by Type Lists program closing informstion groupsd by closing type.
- - ~
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New Consumer Enrollments 3
Fund Code: WWB Dates Between: 1/6/2010 and 4f131’201;
Consumer Name Case Number Admit Date Close Date Worker ?
Program: Family Service of Rl (West Bay) |\*
Disposition: Closed ;
RIFIS Training 57241 3723752010 372372010 IMichael Puhacz
Teddy Bear 57242 3723752010 3F23/2010 Gail Dahlguist
Betsy Ison 57245 3/23/2010 3/23/2010 Elizabeth lson

Total for Closed:
Disposition: Open
Teddy Bear ATZ242 372472010 Gail Dahlquist

Total for Open:

L]

Total for Family Service of Rl (West Bay):

Program: Kent Center

Disposition: Closed
Teddy Bear AT242 3/23/2010 3/23/2010 Gail Dahlguist
Betsy Ison 57245 3/23/2010 3/23/2010 Elizabeth lson

[a%]

Total for Closed:

AL VA b

K

s '.___-—Fu.-“-,,_ . '\_4*__ Ma"“ -, '-r"“ﬂ-i‘{l;ﬁﬁuiy‘lv ri -W"
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Ad Hoc Reports

Ad Hoc reports are based on pre-defined data extracts that can be manipulated to create
customized report views.

o

- Windows Internet Explorer

L

@: w [&] hutp:/rifis harmonyis. com{RIFISConfigfPages/Harmarry  aspz? ChapterlD=1485CalingChapter=My-+Harmony & alingPage=ry+Harmeany | [#2|| | [ e search

[0

=

File Edit Wiew Favorites Tools  Help

X fy - : » o Eonagr B 1=

.7 Favorites |1;, € Sugoested Sites v @ | Free Hotmail @ Web Slice Gallery = @ Windows @ Windows Media € | Windows Marketplace @ | RealPlayer & | Customize Links

"
>
goo | | 3 v B - () mm - Page~ Safety - Tools+ @v)
Harmony v7.3.2.2 !
Change Role 4
(R[FIS Sys Admin =] Reports j
‘ My RIFIS | Welcome, Sheila Chase 4/13/2010 11:21 AM
et Filter Report By
¥ partcipating Type [Ad Hoc =] categary [Ad Hoc =1
Children =
Base Reports | Consumers Sase Report =] [ Retrieve
Last Name -
Advanced Search Activity Base Report ‘
umer Notes Bace Report

sumers Base Report

| Children | Click on Run Report to view report. agnosis Base Report
Slan Review Base Report
| Providers | Plans Base Report

Provider Facility Base Report
s Relations Base Report
| Utilities | Consumers Bass Report Workers Base REDDD,,t

Ise— //

Select "Type" and "Category"

Select Base Report from dropdown
Screen will refresh
Click on cirlcle of reportta run

Chck on "Run Report" .'

P P ey T VLS WNE WE WY

harmon Y. Consumers Base Repof

INFORMATION BYBTEMBIING

Welcome, schase 4/13/2010 11:54:29 AF

Warning: The amount of data available may cause the zearch to time-out. Fleaze specify data filters to improve performance.

Consumer: First: l—
Last: l—
Case No: l—
aw: [
=l state: [Rhode 19 5]

Fund Code:
Consumer Status:

Open/Close Disposition:

Enrollment Disposition:

Provider: MName:

T

Number:

Apply Data Filters

Saved Repor‘tsl--DEfau|t-- 'l - Export: |Excel| FDF| C3V Hide Paramete

Adhoc reports can be filtered within RIFIS

@ @ ExportedintoAdobOéAcrobat{_pdf)and

Excel ( xls) in order for end users to

A S W S WP

[-][+] pata Table manipulate data to meet their needs

@ @ Page

N,

Last Fund
EEHHHH oo Coumty | County | Coumty o

‘mw4?‘ whis grette g ¥  papemansanygeammatdlN Booe, girna, ganinesiais s
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Reports Translation Tables

While the Children and Providers Chapter were configured to include RIFIS language,
the Reports Chapter contains Harmony language. See Below.

Standard Reports

Harmony RIFIS
Fund Code FCCP
Case No. RIFIS ID
Consumer Child/Youth
Client Child/Youth
Worker FSCC
Program Provider
Enroll Date Agency Intake Start Date (Agency Intake Page)

Base Reports

Activity Base Report

Harmony RIFIS
Status Status of Activity Record
Member ID Intake Worker/FSCC/Supervisor ID
Attended N/A
Confidential N/A
Absence Reason N/A
Diagnosis 1 ID N/A
Diagnosis 1 Code N/A
Diagnosis 1 Description N/A
Diagnosis 2 ID N/A
Diagnosis 2 Code N/A
Diagnosis 2 Description N/A

Consumers Base Report

Harmony RIFIS
ContactID RIFIS generated ID
DOD N/A
Number of children (18 and under) residing
FIPS Code in home (including target child)
Res County Number of children (18 and under)

receiving services through the FCCP
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(excluding target child) (Demographics
Page)

Does the family currently reside in

Pay County permanent housing? (Demographics Page)
Is either caregiver currently incarcerated?

Legal County (Demographigcs Page) ’

SIN N/A

SECID Family ID

TERID SAS ID

OpenID RIFIS generated ID

Referral Date Agency referral date

Open Date Date when Agency Intake Disposition =
Open

Enroll type Practice Model

Admit Date Agency Intake Start Date

Reasonl FCCP Funding Category

Reason2 N/A

Reason3 N/A

Foster Parent N/A

Consumer Notes Base Report

Harmony RIFIS
CaseNo RIFIS ID
Note ID RIFIS generated ID
Fund Code FCCP

Diagnosis Base Report

Harmony RIFIS
Case No RIFIS ID
Fund Code FCCP
Status Refers to Diagnosis Record
Diag ReviewID RIFIS generated ID
EnrollID RIFIS generated ID
VendorID RIFIS generated Agency ID
VendorNo Agency Site Code
OpenID RIFIS generated ID

Plan Review Base Report
Harmony RIFIS
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Case No RIFIS ID
Fund Code FCCP
Assess ID RIFIS generated ID
Rater Worker
Status Refers to Plan
Plan ID RIFIS generated ID
Lookup Value N/A
Provider Facility Base Report
Harmony RIFIS
Vender ID RIFIS generated Agency ID
Vendor No Agency Site Code
Fund Code FCCP
Vdisposition Same as Status
Provider Type Indicates if an agency is a lead or partner
Tax ID N/A
SEC ID N/A
Foster Parent N/A
Level of Care N/A
Capacity N/A
County N/A
Facility County N/A
Generic Dropdownl N/A
Location N/A
Relations Base Report
Harmony RIFIS
Case No RIFIS ID
Fund Code FCCP
RECID RIFIS generated ID
Legal Guardian N/A
Emergency Phone N/A
Alternate ID N/A
District N/A
County N/A
Generic Dropdownl Multi Racial Selections
Generic Dropdown2 Caregiver
Generic Dropdown3 Multi Hispanic Origin
Generic Dropdown4 Primary Language
Generic Dropdown$5 Education Level
Generic Dropdown6 Employment Status
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Workers Base Report

Harmony RIFIS
Status
Member ID Intake Worker/FSCC/Supervisor ID
Unit N/A
Vender ID RIFIS generated Agency ID
Vendor No Agency Site Code
Secondary ID N/A
Fund Code FCCP
Provider Type Indicates if the Agency is a partner or a

lead

Vendor Generic Dropdown 1 N/A
District N/A
Contact Generic Dropdownl N/A
Contact Generic Dropdown?2 N/A
Contact Generic Dropdown3 N/A
Contact Generic Dropdown4 N/A
Contact Generic Dropdown5 N/A
Contact Generic Textl N/A
Contact Generic Text2 N/A
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A. RIFIS Report List
The following standard and Ad Hoc reports are available in RIFIS.

Report

| Description

Type: Consumers

Activities Report

Shows details about all activities for a given program,
consumer, and date range.

2 | Activity By Program Shows all activities within the given date range
grouped by Provider.

3 | Activity By Worker Shows all activities within the given date range
grouped by Worker.

4 | Activity Report Shows details about a single activity.

5 | All Activities by Consumer Shows details about all activities for a given fund

and Service Code code and date range, by consumer and service
code.

6 | Caseload By Case Manager | Lists Consumers open to a given Fund Code and

Agency Disposition by Open Close primary worker.

7 | Caseload for Supervisor Lists Consumers open in a given datfe range for a
Supervisor.

8 | Caseload for Worker Lists Consumers open in a given date range for a
Worker.

9 | Census Report Lists Consumer enrollment by program.

10 | Census Tracking Includes name, case number, demographics, LOS,
current payer name, and case worker.

11 | Change In Eligibility Documents whether a person was placed on the
Wait List. Includes demographic information.

12 | Consumer Assessment Shows all details of one particular consumer
assessment.

13 | Consumer Assessment Lists responses to selected Consumer assessment for

Responses By Program each scale.
14 | Consumer Assessment Lists each scale and response, number with response,
Responses By Review Period | and percentage with response. Drills down to
Consumer name and review date.

15 | Consumer Face Sheet Consumer Details

16 | Consumer ID

17 | Consumer Listing by Fund Lists consumers and some consumer information by

Code selected fund code.
18 | Consumer Notes for Displays all consumer notes for selected consumer.
Selected Consumer

19 | Consumer Plan Shows details of a particular freatment plan.

20 | Consumer Summary Notes Displays all notes for a given consumer.

21 | Consumer Ticklers Due Lists all Consumer ticklers due by supervisor and
worker.

22 | Current Enrollments List of Consumer enrollments in which length of stay is

Exceeding 6 Months greater than six months.

23 | Discharge Dashboard Provides totals for consumers who were discharged
by program, by discharge referral, by discharge
type, and by discharge housing.

24 | Elapsed Time Between Lists difference between referral date-time and

Referral and Enroliment

enroliment date time by worker, with averages, by
worker.
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25

Eligibility History

Shows all changes made to a given eligibility record.

26

Enrollment Dashboard

Provides totals for consumers who were enrolled by
program, by enroliments referral, by enrollments type,
by enrollments housing, by gender, by race, by level
of need, and by age group.

27

Expected to Actual
Discharge Dates

Lists, by program, expected vs. actual discharge
date, with difference, LOS, and percentage of LOS.
Includes chart.

28

Mailing Labels - Active
Relations

Produces mailing labels to Active Relations for active
Consumers for selected fund code.

29

Mailing Labels - Consumers

Produces mailing labels to active Consumers for
selected fund code.

30

Mailing Labels - Relations

Produces mailing labels to the relations of Consumers
by relation type.

31 | My Attendance - Consumer | Shows all activities for a particular consumer in a
Calendar given date range.

32 | My Attendance - Facility Shows all activities for a particular Program and
Calendar Facility in a given date range.

33 | My Attendance - Program Shows all activities for a particular Program in a given
Calendar date range.

34 | My Attendance Session
Roster

35 | New Consumer Enroliments | Lists Consumers enrolled in a program during
specified date range by disposition.

36 | Note Detail Shows note detail for Consumer, Provider, Inquiry and
Incident notes.

37 | Open Close Dashboard Provides totals for consumers who are open to a fund
code by disposition, referring agency, open reason,
gender, race, level of need, and age group.

38 | Pending Notes by Type Sorts pending notes by type and worker.

39 | Program Closings by Type Lists program closing information grouped by closing
type.

Type: Providers
1 | All Activities by Program Shows details about all activities for a given fund
and Service Code code and date range, by program and service
code.

2 | All Activities by Program Shows details about all activities for a given fund

and Worker code and date range, by program and worker.

3 | All Activities by Program, Shows details about all activities for a given fund

Region and Worker code and date range, by program, region and
worker.

4 | All Activities by Worker and | Shows details about all activities for a given date

Program range, by worker and program.
5 | Close Reason Analysis This report will present summary data by reason for
Summary case closure, including counts, percentage of all
closures, length of stay in days, and the percentage
of the close reason length of stay to the overalll
average length of stay.
6 | Enrollment Statistical Report | Includes number enrolled in program, number male,

number female, average age.
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7 | Enrollment Summary by Age | Cross-tabs unduplicated Consumers by program and
Group age group.
8 | Enroliments by Primary Case | Summary list of consumers in the Program, broken
Worker down by primary worker. Shows name, case no.,
enroliment type, dates, consumer age, and assigned
worker.

9 | Enrollments for select Summary enrollment data for the selected Agency.

Agency Provides information such as type of enrollment,
dates, clients age, and primary caseworker.

10 | Length of Stay by Program Lists average LOS by program, and drops down to
show details such as Consumer, worker, enroll and
discharge dates, and case number.

11 | Mailing Labels - Providers Produces mailing labels to active providers for
selected fund code.

12 | Notes Report Displays all notes for a selected provider and date
range.

13 | Provider And Services Listing | Shows all providers (including mailing addresses,
contact names, tax ID, etc.) in the selected fund
code along with summary descriptions of the services
they offer.

14 | Provider ID

15 | Provider Information Shows Provider setup.

16 | Provider Ticklers Due Lists Provider tickler information in a specified date
range, by supervisor, worker, and program.

17 | Units of Service Summary Summary report of clients and units for all services
offered by a given provider.

Type: Workers

1 Workers
Type: Ad Hoc

1 Activity Base Report Activity Base Report

2 | Consumer Notes Base Consumer Notes Base Report
Report

3 | Consumers Base Report Consumers Base Report

4 | Diagnosis Base Report Diagnosis Base Report

5 | Plan Review Base Report Plan Review Base Report

6 | Plans Base Report Plans Base Report

7 | Provider Facility Base Report | Provider Facility Base Report

8 | Relations Base Report Relations Base Report

9 | Workers Base Report Workers Base Report
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B. RIFIS Workflow Wizards

1. Risk Management Plan

Page: FCCP Open/Close

Description: If the FCCP Open/Close is saved with Disposition = Open
and Response Priority = CPS Urgent OR CPS Emergency OR
CPS Routine, the user is prompted to complete a Risk
Management Plan.

Tickler Task

Risk Management Plan

Complete Risk Management Plan

2. Risk Management Plan Completion

Page: Assessment

Description: When a Risk Management Plan is saved as Complete, the
CPS Monitor is prompted to review that Risk Management
Plan.

Tickler Task

Assessments Review completed Risk Management Plan

3. Intake

Page: Agency Intake

Description: When the Agency Intake is saved with Disposition = Open,
the user is prompted to complete Intake documentation
and tasks.

Tickler Task

Indicate Practice Model

FCCP Intake - TA
FCCP Intake - 1B
FCCP Intake - 1C
Diagnosis

NCFAS

Strengths, Needs, and
Culture Discovery

Please go to the Agency Intake > Practice Model sub
page for this Intake to enter Practice Model and start dafte.

FCCP Intake - TA

FCCP Intake - 1B

FCCP Intake - 1C

Enter Diagnosis Information

Complete the NCFAS Baseline

Complete Strengths, Needs, and Culture Discovery

4. Transition

Page: Transition

Description: When the Agency Intake is saved with Disposition =
Transition, the user is prompted to complete Transition
documentation and fasks.

Tickler Task

Plans Complete the Family Service Plan

Assessments Complete the Transition Team Meeting Form

Complete NCFAS Complete the NCFAS Transition

Assessment
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Complete Child Enter the Transition Assessment for Ages/Stages, Ohio
Assessment Scales, CGAS as applicable

Message Close Case after two weeks

5. Closing

Page: Agency Intake

Description: When the Agency Intake is saved with Disposition = Closed,

the user is reminded to close the associated FCCP
Open/Close record.

Tickler Task

Message Update the FCCP Open/Close for the FCCP Region to set
Disposition = Closed
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C. RIFIS Service Codes

SERVICE CODE

| DEFINITION

INTAKE

Initial Behavioral Health
Screen

Initial screening for family

Family Assessment

FCCP Intake

Appointment with family to complete intake paperwork and process

Child/Youth/Family
Orientation Engagement

Groundwork and trust and shared vision among family and natural
supports

Strengths, Needs, and
Cultural Discovery

An assessment that assists the family in identifying strengths, needs and
current resources in order to formulate a plan that prioritizes/addresses
their concerns and help them achieve their goals

Bio Psychosocial —Identified
Child

Diagnostic/clinical assessment identifying strengths and needs of the
target child in all FCCP cases

SERVICE DELIVERY/IMPLEMENATATION

Risk Management Plan

Plan developed with family typically within two weeks of intake that
clearly depicts the family's risk and who, what, when is addressing those
risks

Crisis Stabilization Plan

Specific detailed plan of who will care for target child and siblings in the
even the primary caretaker cannot. Plan may also be for intact family in
event of crisis. Document plan in progress note

Team Meeting

Use this code when doing any activity to arrange, and facilitating, the
team meeting. Follow up with progress note.

Family Service Plan (Develop
Initial Plan of Care)

Use this code when facilitating and creating the wrap/service plan with
the family (should be within the first 30 days)

Implementation

Research, locating resources and coordinating meetings

Review of Family Service Plan

Use this code when facilitating or creating the Reviewed Family Service
Plan, this should be done every three months

Transition Meeting

Use this code when arranging, facilitating or creating the transition plan

MEDICAL

Speech - Language/Hearing
— ldentified Child

Treatment that provides speech/language rehabilitation

Speech - Language/Hearing
- Sibling

Treatment that provides speech/language rehabilitation for sibling of
target child

Medical Visit — [dentified
Child

Visit with primary care physician for target child

Medical Visit — Parent

Visit with primary care physician for target parent

Medical Visit - Sibling

Visit with primary care physician for target sibling

Specialized Medical Visit —
Identified Child

Visit to address a unique medical need (i.e. visit to Eye, Ear, Nose, Throat
doctor, OBGYN, etc.) for target child

Specialized Medical Visit —
Parent

Visit to address a unique medical need (i.e. visit to Eye, Ear, Nose, Throat
doctor, OBGYN, etc.) for a parent

Specialized Medical Visit -
Sibling

Visit to address a unique medical need (i.e. visit to Eye, Ear, Nose, Throat
doctor, OBGYN, etc.) for a sibling(s)

In Home Medical Service for
Identified Child

Home visiting medical services for identified child (i.e. visiting nurse,
specialized medically fragile infant, CNA, etc.)

In Home Medical Service for
Parent

Home visiting medical services for a parent (i.e. visiting nurse, CAN, etc.)

In Home Medical Service for
Sibling

Home visiting medical services for a sibling (i.e. visiting nurse, specialized
medically fragile infant, CAN, etc.)
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MEDICATION

Medication Mgmt. —
Identified Child

A visit with medical professional to monitor status of medication regiment

Medication Mgmt. — Parent(s)

A visit with medical professional to monitor status of medication regiment

Medication Mgmt. - Sibling(s)

A visit with medical professional to monitor status of medication regiment

SUBSTANCE ABUSE

Toxicology Screening —
Identified Child

An evaluation of urine and/or blood to determine the presence of drugs
and/or alcohol for target child

Toxicology Screening —
Parent

An evaluation of urine and/or blood to determine the presence of drugs
and/or alcohol for a parent

Toxicology Screening - Sibling

An evaluation of urine and/or blood to determine the presence of drugs
and/or alcohol for a sibling

Substance Abuse Evaluation
- Identified Child

Conducted by licensed provider for identified target child

Substance Abuse Evaluation
— Parent

Conducted by licensed provider for a parent

Substance Abuse Evaluation
- Sibling

Conducted by licensed provider for a sibling

Substance Abuse Treatment
— |[dentified Child

Treatment for substance abuse for child/youth by a masters level clinician
and/or licensed professional

Substance Abuse Treatment -
Parent

Treatment for substance abuse for a parent by a masters level clinician
and/or licensed professional

Substance Abuse Treatment -
Sibling

Treatment for substance abuse for a sibling by a masters level clinician
and/or licensed professional

SEXUAL ABUSE/OFFENDING

Sexual Abuse Evaluation —
Identified Child

Evaluation for sexually abused child delivered by a masters level clinician
and/or licensed professional

Sexual Abuse Evaluation -
Parent

Evaluation for sexually abused parent delivered by a masters level
clinician and/or licensed professional

Sexual Abuse Evaluation -
Sibling

Evaluation for sexually abused sibling delivered by a masters level
clinician and/or licensed professional

Sexual Abuse Therapy —
Identified Childe

Treatment for sexually abused child/youth delivered by a masters level
clinician and/or professional

Sexual Abuse Therapy -

Treatment for sexually abused parent delivered by a masters level

Parent clinician and/or professional
Sexual Abuse Therapy - Treatment for sexually abused sibling delivered by a masters level clinician
Sibling and/or professional

Sexual Offender Evaluation —
Parent

Evaluation delivered to parent by a masters level clinician and/or
licensed professional

Sexual Offender Evaluation —
Identified Child

Evaluation delivered to child/youth by a masters level clinician and/or
licensed professional

Sexual Offender Evaluation -
Sibling

Evaluation delivered to sibling by a masters level clinician and/or licensed
professional

Sexual Offender Therapy —
Identified Child

Sexual offender treatment delivered to the target child/youth by a
licensed clinician in group or individual setting

Sexual Offender Therapy —
Parent

Sexual offender treatment delivered to a parent by a licensed clinician in
group or individual setting

Sexual Offender Therapy -
Sibling

Sexual offender treatment delivered to a sibling child/youth by a licensed
clinician in group or individual setting

Non Offending Evaluation -
Parent

Evaluation delivered to a parent by a masters level clinician and/or
licensed professional

BEHAVIORAL HEALTH

Psychiatric Evaluation —
Identified Child

An evaluation determining diagnosis and recommendation of
medication and treatment can be scheduled or emergency for target
child

Psychiatric Evaluation —
Parent

An evaluation determining diagnosis and recommendation of
medication and treatment can be scheduled or emergency for a parent
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Psychiatric Evaluation -
Sibling

An evaluation determining diagnosis and recommendation of
medication and freatment can be scheduled or emergency for a sibling

Therapy — Individual Child

Individual counseling services delivered by masters level clinician and/or
licensed professional to the target child/youth, can be in the home or
community

Therapy — Family

Family counseling services delivered by masters level clinician and/or
licensed professional to the family, can be in the home or community

Therapy - Sibling

Individual counseling services delivered by masters level clinician and/or
licensed professional to a sibling, can be in the home or community

Day Treatment — Indentified
Child

A structured day program providing psychiatric services for the target
child/youth

Acute — Residential
Treatment — Identified Child

Pediatric Partial Day
Treatment — Identified Child

Services provided to ages 0-5 focusing on emotional and social
development for the target child

Psychiatric Hospitalization —
Identified Child

Use this when documenting the target child/youth was hospitalized for
psychiatric reasons. Please complete progress note with content.

Day Treatment — Parent

A structured day program providing psychiatric services for a parent

Psychiatric Hospitalization -
Parent

Use this when documenting a parent was hospitalized for psychiatric
reasons. Please complete progress note with content.

Home Based Services —
Identified Child

Home based visits per week for therapeutic intervention for the target
child/youth delivered by a masters level clinician (e.g. HBTS, EOS, MST,
PASS)

Home Based Services —

Home based visits per week for therapeutic intervention for parent(s)

Parent(s) delivered by a masters level clinician (e.g. RIACC, MTT)
Domestic Violence Services — | Services providing support and prevention education to someone who
Perpetrator has issues with abuse

Domestic Violence Services -
Victim

Services providing support and prevention education to someone living in
a violent situation

PARENTING

Parent Aide Supports —
Identified Child

Services that focus on assisting parent(s) in providing a safe, secure
learning environment that promotes emotional and physical well
being/growth

Parent Education Classes

A curriculum based class to strengthen and support families in
communities to prevent child abuse and neglect

Parent Skills Training —
Evidence Based Practice

An individualized home-based service for developing parenting
skills/responsibilities/tasks (i.e. HBTS, Parents & Teachers, Parenting Wisely,
efc.)

SOCIAL SERVICES

Advocacy Use when advocating for family in formal setting

Automobile Use when money is spem on the purchqse or repair of vehicle. Specific
example purchase, maintenance, repairs.

Clothing Use when money is spent on any sort of personal garment or fashion

accessories

Environmental Modification

Use when money is spent on changes to the actual house and its
surroundings. Specific examples: home repairs, alarm system, safety
alterations, painting the walls, landscaping.

Services provided to advocate for homeless families and assist them by

Shelter o

providing temporary shelter and case management

Services are provided through RI's network of certified member agencies
Food Bank ; . .

to provide quality food to people facing hunger

Use when money is spent on food and drinks. Specific examples:
Food/Groceries groceries, restaurant meals, snacks from vending machines, coffee, tea,

soda bottled water

Furnishings/Appliances

Use when money is spent on household items that are non-consumable.
Specific examples: washer/dryer, lamp, ovens, fridges, microwaves,
space heaters, computer, curtains/shades, rugs, garbage cans

Furniture Bank

Services provided by funds to all R Community Action Agencies to
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improve the qudlity of life for those individuals and families least able to
meet their basic needs by providing good quality furniture and household
items

Use when money is spent on a place for rest and shelter. Specific

Housing examples: rent deposits, mortgage payments, motels, hotels
Immigration Use when assisting the family with immigration issues

Therapeutic rewards, or gifts, or special treats provided to the child/youth
Incentive or family to reinforce behavioral change (this does not include evaluation

incentives such as payments for completing interviews). Specific
examples: gift card to youth to reward regular school attendance

Legal Services - Other

Use when legal funds/services are needed to keep the family intact (e.g.
back fines)

Supplies

Use when money is spent on consumable non-food related items.
Specific examples: school supplies such as paper, notebooks, calculators,
home supplies such as batteries, flashlights, duct tape, roach motels,
maintenance supplies such as paper goods, cleaning products, laundry
detergent; personal products

Training (child/youth)

Training youth in basic life skills. Specific examples: money management
trainings, "*how to balance a checkbook” training, and other general life
skills

Training (caregiver other
family member)

Training caregivers in basic life skills. Specific examples: money
management trainings, “how to balance a checkbook” training, and
other generdl life skills

Utilities

Use when money is spent on heating, electricity, water, waste disposal
sewage, and communications. Specific examples: gas, electric, water,
cable, internet, phone (landline), cell phone

Utilities/Heat Assistance

Services provided by funds to State and Community Action programs to
assist eligible residents of Rl who are experiencing a temporary
emergency utilities and heating crisis (LIHEAP)

Recreation - Identified Child

Service provided without cost to assist target child in engaging in social
outlets (natural support)

Recreation - Parent

Service provided without cost to assist parent(s) in engaging in social
outlets (natural support)

Respite — Identified Child

Service provided without cost. Only provided by staff with a Bachelors
degree or below. Has goal of providing respite or a break for the family
and includes provision of skilled child care and insuring the safety of the
client. Respite is not activity centered.

Respite - Parent

Service provided without cost. Only provided by staff with a Bachelors
degree or below. Has goal of providing respite or a break for the family
and includes provision of skilled child care and insuring the safety of the
client. Respite is not activity centered.

FAMILY SUPPORTS

Citizenship Classes — Parent

Required class work focusing on goals for obtaining citizenship

Faith Based

Used when assisting the family connect to faith based supports

Natural Support —Identified
Child

Service provided without cost, use when assist target child with
connecting to natural supports

Natural Support — Parent

Service provided without cost, use when assist parent(s) with connecting
to natural supports

Mentoring - Identified Child

When a mentor is assigned to a target child/youth

Mentoring — Parent

When a mentor is assigned to a parent

Support Groups - Identified
Child

Services provided by an organization addressing needs of the child/youth

Support Groups — Parent(s)

Services provided by an organization addressing needs of the parent(s)

Translation/Interpretation
Services — Identified Child

Services provided by an organization to assist non-English speaking target

child/youth

Translation/Interpretation

| Services provided by an organization to assist non-English speaking
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Services — Parent(s)

parents/families

Volunteer Program —
Identified Child

Unpaid services offered through an organization to target child/youth

Volunteer Program - Parent

Unpaid services offered through an organization to parent(s)

Time Banks

When a family/target child is engaging in the PFN TIMEBANKS program

TRANSPORTATION

Transportation — Identified
Child

When staff employed by an organization provides child/youth with
tfransportation

Transportation — Parent (s)

When staff employed by an organization provides parent(s) with
tfransportation

CASE MANAGEMENT

Case Management —
Identified Child

Task completed by non FCCP staff

Case Management —
Parent(s)

Task completed by non FCCP staff

Case Management —
Sibling(s)

Task completed by non FCCP staff

CRISIS INTERVENTION

Cirisis Intervention — Identified
Child

An immediate response to an unexpected child/youth and /or family
disturbance primarily for target child/youth

Crisis Intervention — Parent (s)

An immediate response to an unexpected child/youth and /or family
disturbance primarily for parent (s)

Crisis Intervention - Sibling(s)

An immediate response to an unexpected child/youth and /or family
disturbance primarily for sibling(s)

EARLY EDUCATION/SPECIAL EDUCATION

Special Education Services —
Identified Child

Identified child receiving special education services; FSCC engaged in
school meetings, planning

Special Education Services —
Sibling(s)

Sibling receiving special education services; FSCC engaged in meetings,
planning

Regular Education Services —
Identified Child

When participating or assisting on a regular education issues for target
child/youth

Regular Education Services —
Sibling(s)

When participating or assisting on a regular education issues for sibling(s)

Early Intervention - Identified
Child

Use when documenting early intervention for the identified child

Early Intervention - Sibling(s)

Use when documenting early intervention for the sibling(s)
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FCCP & Agency Intake Disposition Codes

Family Engaged:
Business FCCP FCCP Agency Intake Agency Intake
Process OpenClose OpenClose Start Date Disposition
Dates Disposition
Referral Referral Date Pending Referral Date N/A
Received
Assigned to Open Date Open Start Pending
Agency, FSCC Date/Assigned
Date
Family Agrees Open
to Participate
FCCP Declined to Serve Family:
Business FCCP FCCP Agency Intake Agency Intake
Process OpenClose OpenClose Start Date Disposition
Dates Disposition
Referral Referral Date Pending Referral Date N/A
Received
Assigned to Open Date Open Start Pending
Agency, FSCC Date/Assigned
Date
Service Close Date Closed Start Closed
Declined Date/Assigned
Date, Closed
Date
Family Declined FCCP Services:
Business FCCP FCCP Agency Intake Agency Intake
Process OpenClose OpenClose Start Date Disposition
Dates Disposition
Referral Referral Date Pending Referral Date N/A
Received
Assigned to Open Date Open Start Pending
Agency, FSCC Date/Assigned
Date
Family Close Date Closed Start Closed
Declined FCCP Date/Assigned
Services Date, Closed

Date
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Family Not Eligible:

Business FCCP FCCP Agency Intake Agency Intake

Process OpenClose OpenClose Start Date Disposition
Dates Disposition

Referral Referral Date Pending N/A N/A

Received

Determined Open Date, Not Eligible + | N/A N/A

Ineligible Close Date Close Reason
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