CHART FILE INSTRUCTIONS: By TABBED Sections

Section: Progress Notes – By chronological order

(Not behind a tab but on top of right hand side of chart)

	
	Regular progress note 

	
	Group progress note

	
	Note of consultation

	
	Note for file

	
	Case Staffing

	
	Chart transfer form

	
	Inpatient Admission Data

	
	Application routing form

	
	Medication clinic screening form

	
	Letters to consumer

	
	Discharge After Care Plan

	
	2 Month Follow-up


Section: Treatment Plans – 

By form order – keep sets together. (Most recent on top)

	1. 
	If a 300 (Intake), file in this order:

· Treatment plans as it prints

· Signature Page

· Letter of Collaboration

· Letter of Termination (if needed)

· Case Management Assessment (adults only)

· Medication List

· ThinkHealth Screening

· Psychosocial Assessment

· Initial Contact

If a 400 (Tx Update), file in this order:

· PA/Treatment Plan

· Signature Page

· Letter of Collaboration 

· Letter of Termination (if needed)

101(Initial Contact) / 105 Psychosocial - Plus

· Medication Log (if applicable)

· CM Assessment

· Drug Screening Form

· Initial Contact / Referrals 


Section: Emergency – By chronological order

	
	Crisis Diversion Screening Assessment

	
	Petition for protective custody and treatment

	
	Licensed mental health professional’s statement

	
	Peace Officer’s affidavit for emergency detention

	
	Third Party Affidavit (if any)

	
	Suicide Intervention Risk Assessment

	
	Homicidal Behavior Assessment


Section: Medical and Psychological Data Aids Education – By chronological order

	
	Psychological evaluations and testing (that we ordered or requested a copy of)

	
	Lab reports (blood chemistries) (that we ordered or requested a copy of)

	
	Neurological and medical reports (MRI, Cat scans, EEG, etc.) (that we ordered or requested a copy of)

	
	AIDS form

	
	School testing


Section: Administrative – 

By form order – keep sets together. (Most recent on top)
	1. (Top)
	Client agreement

	2.
	DMH eligibility form

	3.
	Client eligibility verification obtained via internet / Oklahoma Health Care Authority

	4.
	Proof of income or statement of support or income verification form

	5.
	Request for insurance data (Copies of Ins. cards,

 Social Security card and ID.

	6. 
	Request for services (Application) 

	7.
	Psychosocial Rehabilitation Services Questionnaire


Section: Consent Forms – By chronological order

	
	Consent for release of confidential information

	
	Multi-party Consent

	
	Transportation Request & Release

	
	Emergency Medical Treatment Consent

	
	Statement of Professional Disclosure, if applicable


Section: Miscellaneous – By chronological order

	1. (Top)
	Designation of a treatment advocate (adults only)

	2.
	Acknowledgement page of receipt of EFC privacy practices, consumer handbook, appointment and treatment contract

	
	Correspondence about or from consumer

	
	Social Security Correspondence

	
	Legal data – from lawyer, district attorney, police affidavit, etc.

	
	Confidentiality of drug abuse patient records statement

	
	Prescription Drug Information Sheet

	
	Medication Release Form


Section: Clinical Records – By chronological order

	
	Admission and discharge summary from inpatient hospitalization

	
	Records from other doctor offices

	
	Records from other outpatient treatment centers


Section: Medication Clinic – By chronological order

(Left hand side of chart)

	
	Medication clinic progress note

	
	Medication clinic nurse progress notes

	
	Note to family care physician

	
	Physician order sheet


Section: Medication Clinic – Other Forms – kept on top of the Medication clinic / nurse progress notes on left side.

	Top
	Vital statistics page (green sheet)

	Next
	White page for other meds taken

	Next
	AIMS scale

	Next
	Consent for neuroleptic treatment

	Next
	Notes listed above in chronological order
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