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Bureau of Addictions Prevention, Treatment and Recovery Support Services 

Boston Public Health Commission 

Chart Checklist for Case Managers/ Public Health Advocates II
	When Receiving Client’s Chart:

	· Make sure the Chart has all the forms you need (Detox /Bio-Psycho-Social Assessments/ROI)
· Make sure Insurance was ran 

	· Review the Registration/Eligibility Form and Initial the Bottom Left Side
· Make sure the Insurance Eligibility Authorization Portion is Signed and Initial the Bottom Left Side

	· Make sure that Privacy Practices Acknowledgement sheet is signed and client has a copy of their rights (Notice of privacy practices)

	· Make sure you put the time down that you received the chart (Even if there is no space for it)

	When Sitting With Client:

	· If Client is here for Detox fill out Detox Assessment
· Double Check Insurance   

	· If client is here for program fill out Bio-Psycho-Social Assessment

	· When faxing paper work make sure TB assessment is filled out
· ROI is completely filled out. If you check off “Other”, you need to make sure to write in what other is. This form also needs to me faxed with paperwork

· Make sure to use a fax cover sheet

· Make sure the applications/standardized referral form  is completely  filled out 
· Make sure to give clients a copy of the treatment plan and write any notes that need to be written on there
When Performing Urines :
· Complete Urine verification form is filled out 

·  Fax with Application/ Bio-Psycho-Social Assessment
If client is not eligible for a detox or program:
· Use referral forms when referring clients to other facilities 
· Make a note so that others no why client in not eligible 
· Connect client with information and resources 

· Housing resource form 

· Self admit list

· Sober shelters

· Information about IOPs
· Information on AHOPE
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Boston Public Health Commission’s

PAATHS






The Boston Public Health Commission’s PAATHS (Providing Access to
Addictions Treatment, Hope and Support) Program is a one-stop shop for
individuals and families looking for information about, or access to,
substance abuse treatment and other recovery support services.

Our caring and diverse staff can help you and/or your loved ones by -
* assessing your unique treatment needs and desires
* helping you to understand the different types of treatment available to you

* making recommendations and helping you to access programs that meet
your unigue treatment needs

* getting you connected to overdose prevention education and training, HIV
and other STl testing and needle exchange for individuals who are not yet
ready to engage in treatment

Addiction is a treatable disease. And there are many paths to recovery.
Let us help you find yours.

1-855-494-4057
774 Albany Street Boston, MA 02118 Building a Healthy Boston

Open Monday-Friday 7AM-5PM Mayor Thomas M. Menino







