Updated: 3/12/24 AS 
MONROE COUNTY DEPARTMENT OF HUMAN SERVICES 
Collaboration Procedure 

Step 1: (Staff complete) 
Use the below guidelines to determine if there is a need to contact clerical to learn if there are other programs involved. If any of the guidelines are met, email X and ask for assistance with determining if other programs are working with the individual/family.
Crisis:
· If a client brings up involvement in other services during crisis information gathering/referring for services
· When someone begins a Mental Health Commitment due to Final Hearing or Settlement. 
· When a client has multiple crisis contacts in a short period of time or appears to be a long-term case.
· On a case by case basis, utilize consultation with supervision to determine collaboration 
CPS:
· IA: When assigned 
· Ongoing rely on information received from IA at time of case transfer
· On a case by case basis, utilize consultation with supervision to determine collaboration 

CLTS/ B-3/ CCS:
· If you hear about situation leading you to believe another program is involved
· At the time admission to program
· On a case by case basis, utilize consultation with supervision to determine collaboration 


STEP 2 (Clerical)
· Clerical will check Avatar, myEvolv, and eWiSACWIS to determine who is working with an individual/family
· Clerical will notify the staff who contacted them of other programs and staff that are involved with the individual/family

STEP 3 (Staff) 
· The staff member who contacted clerical will initiate collaboration with the programs involved with the individual/family.  
· Programs respond to confirm their involvement and use step 4 to determine what information should be shared on a need to know basis without a release of information.

STEP 4: (All staff involved) use the guidelines below to determine the need to know information. 
Each program needs to know the following information for care coordination. 

CLTS needs to know
· What services the client is currently receiving 
· How long they have been in any services 
· Placement of child  
· Any safety concerns for staff and providers
· Family dynamics/ family functioning/ parent’s communication preferences
· Who has legal custody/signing rights?

CLTS needs to know for incident report (for any alleged abuse/neglect, psychiatric hospitalization, law enforcement contact or investigation, unapproved use of restrictive measures and death of the participant) Timeline: CLTS staff must submit initial report to WI DHS within 3 business days and submit final report within 30 calendar days. 
· Date of the incident
· Is this a vulnerable child?
· Description of the incident
· Where did this occur
· Was a provider involved?
· Is the parent/guardian aware of the incident? Is the parent/guardian the subject of the investigation? 
· Did the incident pose a serious risk to the health safety and welfare of the child? Does it continue to pose a risk?
· Did it require immediate action?
· Actions taken to remediate the situation?
· Is there a court order? Type of order?
· What is the outcome of the incident?
· What date was this outcome determined?
· What prevention strategies have been implemented?
· “Did this incident result in a substantiated finding of abuse/neglect/exploitation by a government agency?”

CCS needs to know
· What services the client is currently receiving 
· How long they have been in any services 
· Placement of child  
· Any safety concerns for staff and providers
· Family dynamics/ family functioning/ parents’ communication preferences
· Who has legal custody/signing rights 
· Current crisis situations or services in the home 

Crisis needs to know
· What services the client is involved with currently 
· Safety concerns for staff and providers 
· Any court orders with Youth Justice or CPS
· School/education situation 
· History of hospitalization/ mental health treatment
· Legal custody/signing rights 




APS needs to know
· Services already in place
· Safety for staff 
· Family dynamic

B-3 needs to know
· Current crisis situations or services in the home 
· Who has legal custody/signing rights 
· Visitations scheduled with parents 
· Current assigned staff and services being provided 
· From CPS:
· Developmental concerns/ reason for involvement/ out of home care (contact information)
· Who is the assigned worker?
· Does the parent have access to foster home information?
· Are there visitation scheudled with parents?

CPS: IA/Access/Ongoing needs to know
· APS involved with parent: competency, status of guardianship 
· Family dynamics/ Adult functioning 
· Child functioning; any disability or diagnosis
· Involvement in any other programs  and/or current services being provided
· Childs communication and best way to communicate 
· Parental and child mental health status
· Level of parent involvement/best way and who to communicate with
· Any current court orders (Mental health or family)

YJ Intake needs to know
· What services or providers are currently involved 
· Childs functioning level 
· Pattern of behaviors/ violence 
· Any current court orders
· Family dynamics 
· Parent communication preferences

YJ Ongoing needs to know
· Current services being received and providers

CPS- Foster Care/Kinship/Permanency Resources
· Relatives 
· Support for caregivers being provided or needed

Clinic needs to know
· Commitment/guardianship status 
· Program/providers involvement 
· Substance use 
· Medical issues 
· Probation status

STEP 5: (All Staff involved)
· Determine what staff will notify the family of collaboration 
· Discuss what ongoing collaboration should look like  
· Gather releases of information for programs involved 

STEP 6: (During the Testing Period 3/14-4/11) 
· Who is going to test the procedure?
· CPS: IA
· CCS/CLTS/B-3/YJ: All 
· Crisis: ALL 1.5 STAFF
· Clerical (all?)
· All staff should be aware of procedure  for when they get looped into the communication about
· Worker making initial contact to Clerical: Complete data collection work sheet and provide to X or X by the testing completion date in their mailboxes or by email. Can turn in the data collection worksheet as it is done as well 
