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OC Child Abuse Prevention Center
Job Description

Job Title: Chief Program Officer Status: Exempt
Department: Programs and Operations

Reports to: Executive Director Date: April 2019
Job Summary;

The Chief Program Officer is a leader in supporting a high performing and inclusive work culture,
researching and modeling best practices across all areas of people management. To ensure a rewarding
and inspiring mission-driven work environment including the supervision of Department Heads, and will
lead the programs regarding best practices so that staff feels well-supported and useful in their roles. The
Chief Program Officer reports to the Executive Director and serves a unique purpose to inform strategic
planning and organizational development including activities for appropriate program design and
innovation. The Chief Program Officer directs the day-to-day operations of all county, state and federal
grant awards and programs and ensures the consistent achievement of programmatic goals and
objectives.

Goals:

1. Oversee three major contract funding areas: County/local, state and federal service programs.

2. Manage daily program operations, develop program policy/procedures, conduct program
assessment and evaluation, contract administration, and participate in strategic planning.

3. Work collaboratively with the Executive Director and Contracts Manager to identify avenues of
economic support for programs/projects.

4. Conduct analysis and outreach efforts to enable program best practices. Create and execute
candidate outreach strategies to recruit high potential individuals to develop collaterals,
facilitate webinars and other similar activities.

5. Encourage and solidify healthy, strategic relationships that bring the resources required to serve
our community.

Essential Duties and Responsibilities:

Program Oversight and Management

Assist in developing and implementing plans and goals for all contract programs.
Work with the Executive Director to coordinate program operations.

Ensure compliance with regulations and internal and contractual policies.
Monitor attainment of contractual goals and objectives.

Undertake staffing responsibilities (hiring, training, evaluating etc.).

Ensure data tracking and evaluation is ongoing and effective.

Assist in budgeting and monitoring expenses of all contract funded programs.
Maintain scheduling of events and represent the company when needed.

Create reports and submit them to the executive director or other departments as necessary.
Fuifill duties as assigned by the Executive Director.

® & & & & & & ° @ .P

. Staff Support

Maintain a climate that attracts, keeps, and motivates a diverse staff of top quality people.

Take responsibility for recruitment, employment, and release of all contract program personnel,
both paid staff and volunteers.

N =

Disclaimer: The above statements are intended to describe the general nature and level of work being performed by
staff members assigned to this job. It is not designed to be interpreted as a comprehensive inventory of all duties,
responsibilities and qualifications required of the staff member assigned to this job.
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OC Child Abuse Prevention Center
Job Description

Job Title: Chief Program Officer Status: Exempt
Department: Programs and Operations
Reports to: Executive Director Date: April 2019

3. Ensure that appropriate job descriptions are developed, that regular performance evaluations
are held, and that sound human resource practices are in place.

C. Budget and Finance

1. Develop and Maintain sound relationship management and financial practices.

2. Work with the Executive Director, Chief Development Officer, and Controller in preparing a
program budgets, and see that the organization operates within budget guidelines.

3. Work as a part of management team to develop a sense of team within organization.

Position Qualifications:
© Ina leadership role in the service industry, either at a non-profit or another related organization,
directly managing staff successfully
Proven experience as an associate director or assistant vice president of operations or other
similar position.
Experience in performance and operations management.
Knowledge of relevant regulations and quality standards.
Proficient in MS Office, relational databases and software (e.g. EXYM).
Outstanding communication and public speaking skills.
Excellent organizational and leadership skills.
Aptitude in problem-solving.
MBA Degree or related MS Degree in other related field.

o

OO0 00000

Working Conditions:
o Working environment is indoor, reasonably clean, well-lighted and ventilated
o Requires little or no physical effort involving intermittent standing, sitting or walking while
performing duties, occasional lifting up to 10 Ibs.

Amount of time spent on the following physical activities:

Reach with hand or arms
Climb or balance

Stoop, kneel, crouch or crawl
Talk or Hear

o Amount of Time
o Physical Demand None Up to 1/3 Up to 2/3 2/3 Plus
o

o Stand

o Walk

o Sit

o Use Hands

o

o

e}

o

llll”ll

Disclaimer: The above statements are intended to describe the general nature and level of work being performed by
staff members assigned to this job. It is not designed to be interpreted as a comprehensive inventory of all duties,
responsibilities and qualifications required of the staff member assigned to this job.
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OC Child Abuse Prevention Center
Job Description

Job Title: Chief Program Officer
Department: Programs and Operations
Reports to: Executive Director

Status: Exempt

Date: April 2019

ACKNOWLEDGMENT FOR RECEIPT OF JOB DESCRIPTION

1, (Staff Member’s Printed Name) have received a copy of the Job Description and have
read and understand its contents.

Employee’s Signature Date

Supervisor's Signature Date

Disclaimer: The above statements are intended to describe the general nature and level of work being performed by
staff members assigned to this job. It is not designed to be interpreted as a comprehensive inventory of all duties,
responsibilities and qualifications required of the staff member assigned to this job.
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The Child Abuse Prevention Center
Job Description

Job Title: EHR Support Specialist Status: Non-Exempt
Department: Program Development and Evaluation

Reports to:  Evaluation and Data Analyst Date: December 2018
Job Summary:

The EHR Support Specialist (EHR Specialist) serves as the first point of contact and technical
support for the Child Abuse Prevention Center's {CAPC) current Electronic Health Record (EHR),
Exym. This role serves to provide system support, troubleshooting, system maintenance and re-
configuration as needed, and staff training for new hires and on a continuing basis for all Health Care
Agency (HCA) programs.

Goals:

1. To assist in ensuring CAPC/HCA programs achieve qualitative and quantitative results in
support of the organization’s mission and meet the desired objectives of the funder.

2. To provide adequate support to all HCA-funded programs in the areas of Exym system
maintenance and monthly Periscope reporting.

Essential Duties and Responsibilities:

* System support for HCA programs utilizing the Exym system, which includes system
configuration and maintenance, staff training, troubleshooting, password reset, etc.

* Manage detailed report-building (SQL-based) utilizing the Exym report add-on, Periscope;
update reports as needed based on funder requirements and efficiency improvements.

* Manage all system service requests submitted by staff in a timely manner

 Other duties and responsibilities as may be assigned

Position Qualifications:

* Associate’s Degree in Business, Information Technology/Systems, or other related field
required; Bachelor's preferred

Experience with database management

Proficiency in Excel is required

Electronic Health Record experience required; Exym experience preferred

SQL experience required; Periscope experience preferred

Excellent organizational skills to meet monthly reporting deadlines

Excellent oral and written communication skills

Excellent initiative and ability to engage others and work as a team

Knowledgeable about the mental health system of care

Working Conditions:

Working environment is indoor, reasonably clean, well-lighted, and ventilated
Generally little or no probability of injury or heaith impairments

* Requires little or no physical effort involving intermittent standing, sitting or walking while
performing duties, occasional lifting up to 10 Ibs.

Disclaimer: The above statements are intended to describe the general nature and level of work being performed by staff members
assigned to this job. It is not designed to be interpreted as a comprehensive inventory of all duties, responsibilities and qualifications
required of the staff member assigned to this job.




The Child Abuse Prevention Center
Job Description

Job Title: EHR Support Specialist Status: Non-Exempt
Department: Program Development and Evaluation
Reports to:  Evaluation and Data Analyst Date: December 2018

Disclaimer: The above statements are intended to describe the general nature and level of work being performed by staff members

assigned to this job. It is not designed to be interpreted as a comprehensive inventory of all duties, responsibilities and qualifications
required of the staff member assigned to this job.




The Child Abuse Prevention Center
Job Description

Job Title: EHR Suppont Specialist Status: Non-Exempt
Department: Program Development and Evaluation
Reports to: Evaluation and Data Analyst Date: December 2018

Amount of time spent on the following physical activities:

Amount of Time
Physical Demand None Up to 1/3 Up to 2/3 2/3 Plus

Stand

Walk

Sit

Use Hands

Reach with hand or arms
Ciimb or balance

Stoop, kneel, crouch or crawl
Talk or Hear

ACKNOWLEDGMENT FOR RECEIPT OF JOB DESCRIPTION

1, (Staff Member's Printed Name) have received a copy of the
Job Description and have read and understand its contents.

Employee’s Signature Date

Supervisor’s Signature Date

Disclaimer: The above statements are intended to describe the general nature and level of work being performed by staff members
assigned to this job. It is not designed to be interpreted as a comprehensive inventory of all duties, responsibilities and qualifications
required of the staff member assigned to this job.




The Child Abuse Prevention Center
Job Description

Job Title: Evaluation and Data Analyst Status: Non-Exempt
Department: Program Development and Evaluation

Reports to:  Chief Program Officer ~ Date: August 2019
Job Summary:

The Evaluation and Data Analyst (Data and Systems Coordinator) assists with the management of
data collection, entry, tracking, quality assurance, and analysis; Support the maintenance of the
agency's client management systems (e.g. Exym); Serve as backup for EHR support as needed; and
support Chief Program Officer.

Goals:

1. To assist in ensuring Child Abuse Prevention Center (CAPC) programs achieve qualitative and
quantitative results in support of the organization’s mission and meet the desired objectives of
the funder.

2. To provide adequate support to CAPC programs in the areas of data management, system
development and support, quality assurance, evaluation activities, and training.

3. To support the development of new CAPC programs and improvement of existing programs.

Essential Duties and Responsibilities:

* Ensuring client files and cases are managed in accordance with program best practices and
program contract requirements

* Measuring and reporting the health and results of Prevention program services

 Assist in the compilation, reporting, and quality assurance of monthly and semi-annual
statistics for Prevention Center programs for internal management and external funders

» Support site administration of the agency’s Exym, OQ Analyst, and Master Stats
Assist in the maintenance of and troubleshooting client database to ensure minimum down-
time and prioritize and resolve database problems in a timely fashion.

* Assist with programmatic audits for internal management and quality assurance, as well as in
preparation for external audits and site reviews by funders

Position Qualifications:

» Bachelor's Degree in Business, Information Technology/Systems, or other related field
required; Master's preferred

* Minimum two years’ experience related to database administration, preferably in a non-profit

setting

Proficiency in Excel required

SQL experience strongly preferred

Excellent people, organizational, and oral and written communication skills

Excellent initiative and ability to engage others and work as a team

Knowledgeable about the mental health system of care

Working Conditions:

» Working environment is indoor, reasonably clean, weli-lighted, and ventilated
o Generally little or no probability of injury or health impairments

Disclaimer: The above statements are intended to describe the generat nature and level of work being performed by staff members
assigned to this job. It is not designed to be interpreted as a comprehensive inventory of all duties, responsibilities and qualifications
required of the staff member assigned to this job.




The Child Abuse Prevention Center
Job Description

Job Title: Evaluation and Data Analyst Status: Non-Exempt
Department: Program Development and Evaluation
Reports to:  Chief Program Officer Date: August 2019

» Requires little or no physical effort involving intermittent standing, sitting or walking while
performing duties, occasional lifting up to 10 Ibs.

Amount of time spent on the following physical activities:

Amount of Time
Physical Demand None Up to 1/3 Up to 2/3 2/3 Plus

Stand

Walk

Sit

Use Hands

Reach with hand or arms
Climb or balance

Stoop, knesl, crouch or craml
Talk or Hear

ACKNOWLEDGMENT FOR RECEIPT OF JOB DESCRIPTION

l, (Statf Member's Printed Name) have received a copy of the
Job Description and have read and understand its contents.

Employee’s Signature Date

Supervisor’s Signature Date

Disclaimer: The above statements are intended to describe the general nature and level of work being performed by staff members
assigned to this job. It is not designed to be interpreted as a comprehensive inventory of all duties, responsibilities and qualifications
required of the staff member assigned to this job.




The Child Abuse Prevention Center
Job Description

Job Title: Contract and Privacy Compliance & Security Systems Officer

Status: Non-Exempt
Department: Operations
Reports to:  Chief Program Officer Date: March 2019

Job Summary:

Reporting directly to the Chief Program Officer, the Contract and Privacy Compliance & Security
Systems Officer (Compliance Officer) will interact with the contracts through the public funders
requirements in helping the Child Abuse Prevention Center through privacy, security and
information matters relating to its diverse scope of programs and service offerings. The position
will be responsible for managing the organizations, policies and procedures and being the
subject matter expert on privacy and information security requirements for all county contracts.

Essential Job Functions:

» Promote and model a HIPAA-centric culture and provide education and support within
the organization.

« Review and develop security-related contract documents

» Responsible for implementing, managing and enforcing information security directives as
mandated by the county contracts and HIPAA

» Ensure that HIPAA requirements for access control, disaster recovery, business
continuity, incident response, and facility security are properly addressed.

» Remains current on applicable state and federal privacy, confidentiality, and information
security laws and compliance rules are.

» Assist in the administration and oversite of protected contracts, documents, and
restricted access of individuals rights under HIPAA, including right to inspect, amend and
restrict access to protected information.

Policies and Procedures:

+ Works with Chief Program Officer and Executive Director to create, maintain, and revise
privacy and information security policies, procedures, forms, notices and associated
materials. Collaborates with other departments such as human resources and
Information Technology as appropriate.

Audit and Risk Assessments:

» Conducts audits to determine if the Child Abuse Prevention Center is complying with
privacy and information security policies, procedures, and applicable regulatory
standards.

» Conducts periodic risk assessments to identify, prioritize, and evaluate privacy and
information security risks. Identify gaps and implement migration or corrective action
strategies that align with the organizational objectives, and contract objectives.

» Implements ongoing risk assessments and audits to ensure that information systems are
adequately protected and meet HIPAA certification requirements.

Disclaimer: The above statements are intended to describe the general nature and level of work being performed by
staff members assigned to this job. It is not designed to be interpreted as a comprehensive inventory of all duties,
responsibilities and qualifications required of the staff member assigned to this job.




The Child Abuse Prevention Center
Job Description

Job Title: Contract and Privacy Compliance & Security Systems Officer

Status: Non-Exempt
Department: Operations
Reports to:  Chief Program Officer Date: March 2019

Investigations/Breaches:

» Receives, investigates and responds to privacy/information security questions and
concerns, including those submitted through SIR/ Incident Reporting systems. Promptly,
properly, and consistently addresses issues and takes steps and to prevent recurrence.
Notifies Leadership with organization, so that the contracts are notified by the Chief
Program Officer immediately.

» Provides guidance to human resource department to promote consistent and
appropriate sanctions for failure to comply with State and Federal privacy and
information security requirements as well as, organizational policies and procedures
related to privacy information security.

* Leads an incident response to contain, investigate and prevent future computer security
breaches

JOB REQUIREMENTS:
EXPERIENCE:

* Minimum of 3-5 years in compliance, including privacy and information security.

» Experience managing changing priorities, working independently and with a positive
attitude.

» Experience maintaining a high degree of discretion, integrity, and sensitivity to
confidentiality, and privacy.

» Experience in nonprofit environment a plus!

SKILLS AND COMPETENCIES:

High degree of information technology knowledge

» Knowledge of California laws preferred as it relates to privacy, security and information
regulations.

¢ Must be able to work independently, prioritize, multi-task, and interact with individuals at
all levels of the organization.

» Strong strategic and critical thinking and decision making skills. Ability to identify issues
and develop innovative solutions.
Ability to articulate information and communicate easily, clearly and with tact.
Strong verbal and written communication skills.
Demonstrate a high level of standard of personal and professional conduct, ethics,
objectivity, judgement, and discretion.

» Knowledge of information of security auditing tools and techniques.

Disclaimer: The above statements are intended to describe the general nature and level of work being performed by
staff members assigned to this job. It is not designed to be interpreted as a comprehensive inventory of all duties,
responsibilities and gualifications required of the staff member assigned to this job.




The Child Abuse Prevention Center
Job Description

Job Title: Contract and Privacy Compliance & Security Systems Officer
Status: Non-Exempt

Department: Operations
Reports to:  Chief Program Officer Date: March 2019

EDUCATION:

¢ Bachelor's Degree required, with focus in computer/information sciences
e Certification in privacy, and/or information security preferred

WORKING CONDITIONS:
s May require occasional evening or weekend hours.
TYPICAL PHYSICAL DEMANDS:
» Requires sitting, standing, bending and reaching. May require lifting up to 50 pounds.

Requires manual dexterity sufficient to operate standard office machines such as
computers, fax machines, scanners, copiers, and servers.

Amount of time spent on the following physical activities:

Amount of Time

Physical Demand None Up to 1/3 Up to 2/3 2/3 Plus
Stand

Walk

Sit

Use Hands

Reach with hand or arms
Climb or balance

Stoop, kneel, crouch or crawl
Talk or Hear

ACKNOWLEDGMENT FOR RECEIPT OF JOB DESCRIPTION

l, (Staff Member's Printed Name) have received a copy of
the Job Description and have read and understand its contents.

Employee’s Signature Date

Supervisor’s Signature Date

Disclaimer: The above statements are intended to describe the general nature and level of work being performed by
staff members assigned to this job. It is not designed to be interpreted as a comprehensive inventory of all duties,
responsibilities and qualifications required of the staff member assigned to this job.




The Child Abuse Prevention Center
Job Description

Job Title: Program Director, Children’s In Home Crisis Stabilization ~ Status: Exempt
Department: Children’s In Home Crisis Stabilization (CIHCS)
Reportsto:  Chief Program Officer Date: March 2019

Job Summary:
Plan, develop, expand and execute the Mental Health and Crisis Response Services for the Child
Abuse Prevention Center.

Goals:
1.
2.

3.

Ensure IHCS fulfills all contractual goals and requirements

Increase and expand - program awareness, reputation of integrity within the community
and use of services

Nurture and develop team, fostering stability and individual growth

Essential Duties and Responsibilities:

Hiring, supervision, and training of mental health professionals, mental health workers,
and administrative billers.

Ensures client files and cases are managed in accordance with contract and Medi-Cal
requirements

Responsible for representing the agency and the mental health programs at County and
various funder meetings

Provide a strong, positive and highly professional presence in the community

Partner with the Vice President of Programs and Operations to provide Operational
support to the agency

Research projects and/or special projects as defined

Position_Qualifications:

PhD, PsyD, or Master’s degree in Soctal Work, Sociology, Psychology or related field
Current licensure in CA as an LCSW or LMFT or Psychologist

Able to provide BBS licensure supervision to ASW and MFTI clinicians

Minimum 5 years experience managing mental health services

Knowledge of the mental health system of care

Experience managing contracts

Experience managing Medi-Cal services and strong knowledge of Orange County Health
Care Agency Behavioral Health Services documentation requirements

Excellent oral and written communication skills

Outcome based statistical reporting

Familiarity with MS Office, including Excel, Word, and Access

Computer literacy and experience with Electronic Health Records, Exym experience
preferred

Page1lof2
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The Child Abuse Prevention Center
Job Description

Job Title: Program Director, Children’s In Home Crisis Stabilization  Status: Exempt
Department: Children’s In Home Crisis Stabilization (CIHCS)

Reportsto:  Chief Program Officer Date: March 2019
Working Conditions:

* Working environment is indoor, reasonably clean, well lighted and ventilated

* Generally little or no probability of injury or health impairments

® Requires little or no physical effort involving intermittent standing, sitting or walking while
performing duties, occasional lifting up to 10 Ibs.

Amount of time spent on the following physical activities:

Physical Demand

Amount of Time NoneUp to 1/3 Upto2/3 2/3 Plus

Stand

Walk

Sit

Use of Hands

Reach with hand or arms
Climb or balance

Stoop, kneel, crouch or crawl
Talk or Hear

llll”ll

ACKNOWLEDGMENT FOR RECEIPT OF JOB DESCRIPTION

1, (Staff Member’s Printed Name)
have received a copy of the Job Description and have read and understand its contents.

Employee’s Signature Date

Supervisor’s Signature Date

Disclaimer: The above statements are intended to describe the general nature and level of work
being performed by staff members assigned to this job. It is not designed to be interpreted as a
comprehensive inventory of all duties, responsibilities and qualifications required of the staff
member assigned to this job.

Page 2 of 2
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The Child Abuse Prevention Center
Job Description

Job Title: Program Supervisor Status: Exempt
Department: In-Home Crisis Stabilization
Reports to:  Program Director Date: February 2018

The primary role of Program Supervisor is to maintain the internal operations of the
assigned program. The Program Supervisor reports directly to the Director of Mental
Health Services. The position includes the following responsibilities:

Program Administration

Facilitator in group supervisions, case reviews, and staff training
Assign cases and maintain data base of clients

Assist in the development of new projects

Maintain and monitor existing prevention programs

On call supervisor to support crisis team

0 0O0O0CO

Supervision and Management

» Directly responsible for the supervision of assigned program staff

¢ Conduct weekly individual supervision sessions with assigned clinical
staff (MHP and MHW)

* Provide weekly group supervision to Mental Health Workers
Interface with billing staff to maintain quality and consistency of
documentation

* Review assessments and other clinical documentation to assure clinical
standards of agency and MediCal.

» Possess strong communication skills; including the ability to present
ideas, information, and viewpoints clearly, both verbally and in writing.

» Monitors and measures client progress against treatment plans and
stated goals as it applies to mental health documentation. Current
knowledge to coordinate treatment planning and case management for
assigned clients

¢ Assistin personnel management, including hiring, termination and
disciplinary actions.

¢ Coordination of new and ongoing employee training to enhance clinical
skills and knowledge
Write employee evaluations and conduct annual performance reviews.
Accompany staff on crisis calls as needed in role of consultant and
support.

« Support goal setting and attainment of agency and team objectives.

» On call supervisor to provide clinical support and consultation to IHCS
clinical staff.

» Provide therapeutic services to IHCS clients as needed, due to increased
referrals to program or other staff confines.

Potential Secondary Duties:
o Maintain agency contract in accordance with requirements

o Responsible for program accountability including implementation, and
revision of annual program evaluations

o Liaison with community agencies, universities and all other collateral
professionals

o Represent program in community relations events



Supervisory Relationship
Supervised by Program Director

Position Qualifications:
» Masters degree in Social Work, Marriage and Family Therapy or related field
» California Licensed for a minimum of 2 years with The Board of Behavioral
Sciences (LCSW or MFT)
Valid California Driver's License
Live Scan fingerprinting required
Experience with families and children is preferred

Working Conditions:

* Working environment is indoor, reasonably clean, well lighted and ventilated

* Generally little or no probability of injury or health impairments

» Requires little or no physical effort involving intermittent standing, sitting or
walking while performing duties, occasional lifting up to 10 Ibs.

Amount of time spent on the following physical activities:

Amount of Time
Physical Demand None Up to 1/3 Up to 2/3 2/3 Plus

Stand

Walk

Sit

Use Hands

Reach with hand or arms
Climb or balance

Stoop, kneel, crouch or crawl
Talk or Hear

ACKNOWLEDGMENT FOR RECEIPT OF JOB DESCRIPTION
| have received a copy of the Job Description and have read and understand its
contents.

l, (Staff Member's Printed Name) have
received a copy of the Job Description and have read and understand its
contents.

Employee Signature ' Date

Supervisor's Signature Date



The Child Abuse Prevention Center
Job Description

Job Title: Associate Supervisor Status: Exempt
Department: In-Home Crisis Stabilization

Reports to:  Program Director Date: December 2019
Job Summary

The primary role of the Associate Supervisor is to assist the Program Director and
Program Supervisor in providing Individual Supervision/Group Supervision to Bachelor
level staff members, as well as providing support in reviewing clinical documentation for
staff members. The Associate Supervisor would also assist in supporting the Program
Director and Program Supervisor in on-call Supervisory duties by providing 24/7 on-call
support to on-call staff members.

Program Administration

» Facilitator in group supervisions and case reviews
¢ On call supervisor to support crisis team

Supervision Responsibilities

* Directly responsible for the supervision of assigned program staff

¢ Conduct weekly individual supervision sessions with assigned clinical
staff.

» Provide weekly group supervision to Mental Health Workers
Interface with billing staff to maintain quality and consistency of
documentation

* Review clinical documentation to assure clinical standards of agency and
Medi-Cal

» Possess strong communication skills; including the ability to present
ideas, information, and viewpoints clearly, both verbally and in writing.

» Monitors and measures client progress against treatment plans and
stated goals as it applies to mental health documentation. Current
knowledge to coordinate treatment planning and case management for
assigned clients
Write employee evaluations and conduct annual performance reviews.

s Accompany staff on crisis calls as needed in role of consultant and
support
Support goal setting and attainment of agency and team objectives.

* On call supervisor to provide clinical support and consultation to program
clinical staff

» Provide therapeutic services to program clients as needed, due to
increased referrals to program or other staff confines

Potential Secondary Duties:
» Maintain agency contract in accordance with requirements
» Represent program in community relations events

Supervisory Relationship

Supervised by Program Director

Position Qualifications:
* Masters degree in Social Work, Marriage and Family Therapy or related field
» Valid California Driver’s License
» Live Scan fingerprinting required



The Child Abuse Prevention Center
Job Description

Job Title: Associate Supervisor Status: Exempt
Department: In-Home Crisis Stabilization
Reports to:  Program Director Date: _December 2019

¢ Experience with families and children is preferred
« Crisis experience required

Working Conditions:
» Working environment is indoor, reasonably clean, well lighted and ventilated

¢ Generally littte or no probability of injury or health impairments
* Requires little or no physical effort involving intermittent standing, sitting or
walking while performing duties, occasional lifting up to 10 Ibs.

Amount of time spent on the following physical activities:
Amount of Time

Physical Demand None Up to 1/3 Up to 2/3 2/3 Plus

Stand

Walk

Sit

Use Hands

Reach with hand or arms
Climb or balance

Stoop, kneel, crouch or crawl
Talk or Hear

ACKNOWLEDGMENT FOR RECEIPT OF JOB DESCRIPTION
| have received a copy of the Job Description and have read and understand its
contents.

l, (Staff Member's Printed Name) have
received a copy of the Job Description and have read and understand its
contents,

Employee Signature Date

Supervisor's Signalure Date



The Child Abuse Prevention Center
Job Description

Job Title: Billing Oversight Manager Status: Non-Exempt
Department: In-Home Crisis Stabilization

Reportsto: Program Director Date: February 2019
Job Summary:

The Billing Oversight Manager coordinates and documents internal regulatory processes, such as billing,
documentation quality and internal and external reports.

Goals:

® Supervise clerical staff of Children’s In Home Crisis Stabilization Program.
Coordinate efforts associated with the preparation of regulatory documents or submissions.

Maintain current knowledge base of existing and emerging regulations, standards, or guidance
documents.

¢ Knowledge of County contracts procedures.
» Effective billing of Medi-Cal documentation utilizing the IRIS system.

- ial Duti IR ibilities:

¢ Oversee and support clerical staff

* Serving as a Medi-Cal Quality Assurance technical reviewer for Orange County Contracted Mental
Health Program.

* Conduct training on QA processes and regulatory and other topics.
Knowledge and utilization of IHCS Exym program
Knowledge and utilization of Orange County Citrix IRIS program, billing insurance companies and
patients for services rendered of non-Medi- Cal clients.

* Inform supervisor of any observed issues identified during the conduct of audits
Provide guidance as needed to staff to address the required corrective or preventive measures.

Maintain miscellaneous internal agency reports and statistics as well as those required by the Health

Care Agency
Work Revenue Cycle Services back end of the billing on a daily basis.
Oversee collection and correlation of weekly and monthly county statistics.

Maintain client records in both hard file and database format.

verify the accuracy of information or documents.

Quality Assurance experience with Medi-Cal documentation and timelines.

Assist in monitoring supplies and general office duties as assigned.

Classify and index the medical records for easy retrieval, and review records, provide necessary
paperwork and prepare records for review

Assist with the development of new lines of third party billing.

Maintains calendar and monitors location of staff.

Other duties as assigned

Position Qualifications:

* Minimum high school diploma or GED, BA preferred
¢ Two years of supervisory experience

Disclaimer: The above statements are intended to 1describe the general nature and level of work being

Maintain database to maintain all staff are compliant with Medi-Cal trainings and BBS registration.

Understand, interpret and apply complex procedures, regulations and directions in order to process

| performed by staff members assigned to this job. It is not designed to be interpreted as a comprehensive inventory

{_of all duties, responsibilities and qualifications required of the staff member assigned to this job.




The Child Abuse Prevention Center
Job Description

Job Title:  Billing Oversight Manager Status: Non-Exempt
Department: In-Home Crisis Stabilization
Reports to: Program Director Date: February 2019

* Two years of billing experience with HCA IRIS System or Similar Medical billing
system

¢ Thorough knowledge of office practices and procedures, including filing methods
systems and the operation of office equipment.

* Two years experience in applying Quality Assurance practices to Medi-Cal
documentation and timelines.

e Advanced computer skills especially in Excel, Word, and Access
Valid California Driver’s License

e Live scan fingerprinting REQUIRED.

* Working environment is indoor, reasonably clean, well lighted and ventilated

* Generally little or no probability of injury or health impairments

* Requires little or no physical effort involving intermittent standing, sitting or
walking while performing duties, occasional lifting up to 10 lbs.

Amount of time spent on the following physical activities;

’

Amount of Time
Physical Demand None Uptol1/3 Upto2/3 2/3Plus
Stand
Walk
Sit
Use Hands

Reach with hand or arms
Climb or balance

Stoop, kneel, crouch or crawl
Talk or Hear

l[ll"ll

ACKNOWLEDGMENT FOR RECEIPT OF JOB DESCRIPTION

l, (Staff Member's Printed Name) have received a copy of the Job
Description and have read and understand its contents.

Employee’s Signature Date

Supervisor’s Signature Date
Disclaimer: The above statements are intended to 2Es-cribe the general nature and level of work being

performed by staff members assigned to this job. It is not designed to be interpreted as a comprehensive inventory
of all duties, responsibilities and qualifications required of the staff member assigned to this job.




The Child Abuse Prevention Center
Job Description

Job Title: Quality Assurance Coordinator Status: Non-Exempt
Department: In-Home Crisis Stabilization
Reports to:  Billing Manager Date: July 2018

Job Summary:
The Quality Assurance Specialist coordinates and documents internal regulatory processes,

such as internal audits, inspections, license renewals, or registrations.

Goals:

» Coordinate efforts associated with the preparation of regulatory documents or
submissions.

« Maintain current knowledge base of existing and emerging regulations, standards, or
guidance documents.

* Knowledge of County contracts procedures

 Effective billing of Medi-Cal documentation utilizing the IRIS system.

Essential Duties and Responsibilities:

» Serving as a Medi-Cal Quality Assurance technical reviewer for Orange County
Contracted Mental Health Program.
Existing knowledge and utilization of Orange County Citrix IRIS program.
Conduct training on QA processes and regulatory and other topics.
Inform supervisor of any observed issues identified during the conduct of audits
Provide guidance as needed to staff to address the required corrective or preventive
measures.
Maintain client records in both hard file and database format.
Provide technical reviews of documentation, run reports, and compile statistics.
Understand, interpret and apply complex procedures, regulations and directions in order
to process or to verify the accuracy of information or documents.
Quality Assurance experience with Medi-Cal documentation and timelines.
Reconciles billing on a monthly basis.
Work RCS back end of the billing on a daily basis.
Selt- Pay Billing on a monthly basis.
Check Medi-Cal and other insurance eligibility on a weekly basis for current clients.
Knowledge and utilization of IHCS Exym program.
Monthly end of month stats for agency, HCA.
Assist with the program’s administrative duties, i.e., mail collection/mail flow, front desk
coverage, monitor supplies and re-orders supplies, forms etc.
¢ Other duties as assigned.

Position Qualifications:
» Previous data entry experience and Medi-Cal billing experience with IRIS system for a
minimum of two years.
* Experience with Medi-cal billing and processing Medi-cal paperwork for a minimum of
two years.
» Thorough knowledge of office practices and procedures, including filing methods,
systems and the operation of office equipment.

Disclaimer: The above statements are intended to 1describe the general nature and level of work being
performed by staff members assigned to this job. It is not designed to be interpreted as a comprehensive inventory
of all duties, responsibilities and qualifications required of the staff member assigned to this job.




The Child Abuse Prevention Center
Job Description

Job Title: Quality Assurance Coordinator Status: Non-Exempt
Department: In-Home Crisis Stabilization
Reports to:  Biling Manager Date: July 2018

» Two years experience in applying Quality Assurance practices to Medi-Cal
documentation and timelines.

Working Conditions:
e Working environment is indoor, reasonably clean, well lighted and ventilated

* Generally little or no probability of injury or health impairments
* Requires little or no physical effort involving intermittent standing, sitting or walking while
performing duties, occasional lifting up to 10 Ibs.

Amount of time spent on the following physical activities:

Amount of Time
Physical Demand None Up to 1/3 Up to 2/3 2/3 Plus

Stand

Walk

Sit

Use Hands

Reach with hand or arms
Climb or balance

Stoop, kneel, crouch or crawl
Talk or Hear

ACKNOWLEDGMENT FOR RECEIPT OF JOB DESCRIPTION
I have received a copy of the Job Description and have read and understand its contents.

Employee Signature Date
B 'Supervisor’s Signature Date
Executive Director's Signature Date
Disclaimer: The above statements are intended to ~ 2describe the general nature and level of work being

performed by staff members assigned to this job. It is not designed to be interpreted as a comprehensive inventory
of all duties, responsibilities and qualifications required of the staff member assigned to this job.




The Child Abuse Prevention Center
Job Description

Job Title:  Biller Status: Non-Exempt
Department: In-Home Crisis Stabilization

Reports to:  Program Director Date: December 2019
Job Summary

The primary responsibility of the Part-time Biller is to assist the Billing Manager in the
coordination and documentation of internal regulatory processes, such as billing,
documentation quality and internal and external reports for the Children’s In-Home
Crisis Stabilization (CIHCS) program of The Priority Center.

Goals
» Coordinate efforts associated with the preparation of regulatory documents or
submissions
Maintain current knowledge base of existing and emerging regulations,
standards, or guidance documents
» Effective billing of Medi-Cal documentation utilizing the HCA Integrated Records
Information Systems (IRIS) and Exym

Essential Duties and Responsibilities

» Knowledge and utilization of Orange County Citrix IRIS program, billing
insurance companies and patients for services rendered of non-Medi- Cal clients.
Knowledge and utilization of IHCS Exym program
Work Revenue Cycle Services back end of the billing on a daily basis.

* Understand, interpret and apply complex procedures, regulations and directions
in order to process verify the accuracy of information or documents.

» Other duties as assigned

Position Qualifications:

¢ Minimum high school diploma or GED, BA preferred

* 1 year of billing experience preferred with HCA IRIS System or Similar Medical
billing system

 Thorough knowledge of office practices and procedures, including filing methods
systems and the operation of office equipment.

e Valid California Driver's License

» Live scan fingerprinting REQUIRED.

Supervisory Relationship
o Supervised by the Program Director

Working Conditions
» Working environment is indoor, reasonably clean, well-lighted and ventilated
* Generally little or no probability of injury or health impairments

Disclainer: The above statements are intended to ldescribe the general nature and level of work being
performed by staff members assigned to this job. It is not designed to be interpreted as a comprehensive inventory
of all duties, responsibilities and qualifications required of the staff member assigned to this job.




The Child Abuse Prevention Center
Job Description

Job Title:  Biller Status: Non-Exempt
Department: In-Home Crisis Stabilization
Reports to:  Program Director Date: December 2019

» Requires little or no physical effort involving intermittent standing, sitting or
walking while performing duties, occasional lifting up to 10 Ibs.

Amount of time spent on the following physical activities:

Amount of Time
| Physical Demand None Upto1/3 Upto2/3 2/3Plus
Stand Gl
Walk Gl
| Sit C ]
' Use Hands Ommmme——e——)
Reach with hand or arms ~~ e———————————————
' Climb or balance ummmm—)
| Stoop, kneel, crouch or craw! u—————————————f

Talk or Hear

R -

ACKNOWLEDGMENT FOR RECEIPT OF JOB DESCRIPTION

l, (Staff Member's Printed Name) have received a

copy of the Job Description and have read and understand its contents.

Employee’s Signature Date
Supervisor's Signature Date
Disclaimer; The above statements are intended to 2describe the general nature and level of work being

performed by staff members assigned to this job. It is not designed to be interpreted as a comprehensive inventory

of all duties, responsibilities and qualifications required of the staff member assigned to this job.




The Child Abuse Prevention Center
Job Description

Job Title: Intake Coordinator Status: F/T

Department: Children's In-Home Crisis Stabilization

Reports to: Program Supervisor Date: July 2019
Job Summary:

The Intake Coordinator serves as a liaison between children/families and systems, screens new
referrals to ensure criteria is met, maintains referral log and is responsible for caseload/case
assignments, in order to provide the needs and expectations of each child and family.

Goals:
1. Screen incoming referrals to ensure criteria is met for the program
2. Schedule intakes for MHP’s based on their on-call availability
3. Assign cases to treatment team
4. Maintain referral log for monthly referrals received for end of the month STATS

Essential Duties and Responsibilities:
* Responsible for tracking MHP cases/discharges and assigning new cases accordingly.

* Making contact with each family to explore recent crisis, severity of risk and linkage to
determine eligibility.

¢ Run coordination of care in IRIS for each new referral to ensure services are not
duplicated.

* Providing follow up calls, as needed, to pending intakes and open cases to determine if
services are still needed.

¢ Inputting data into Exym when paper intakes are conducted.

* Assemble intake packets for team

Secondary Duties:
e Attend all required trainings and meetings.

Participate in weekly individual and team supervision.

Assist Billing Team with scanning/filing of documents.

Updating CIHCS team calendar when changes are made.

Ensuring outlooks are updated to reflect MHP/MHW on-call schedules.
Drafting/Mailing Attendance letters and discharge letters, as needed.
Assisting with all other office related duties, as needed.

Position Qualifications:
s BAin Social Work, Human Services, Psychology or related field
Two years crisis experience preferred
Valid California Driver's License
LiveScan fingerprinting required
Experience with families and children preferred
Bilingual Spanish preferred

Working Conditions:
» Working environment is indoor, reasonably clean, well-lighted and ventilated

* Generally little or no probability of injury or health impairments

| Disclaimer: The above statements are intended to Idescribe the general nature and level of work being
performed by staff members assigned to this job. It is not designed to be interpreted as a comprehensive inventory
of all duties, responsibilities and qualifications required of the staff member assigned to this job.




The Child Abuse Prevention Center
Job Description

Job Title: Intake Coordinator Status: F/T
Department: Children’s In-Home Crisis Stabilization
Reports to: Program Supervisor Date: July 2019

* Requires littie or no physical effort involving intermittent standing, sitting or walking while
performing duties, occasional lifting up to 10 Ibs.

Amount of time spent on the following physical activities:
Amount of Time

Physical Demand None Up to 1/3 Up to 2/3 2/3 Plus

Stand

Walk

Sit

Use Hands

Reach with hand or arms
Climb or balance

Stoop, kneel, crouch or crawl
Talk or Hear

ACKNOWLEDGMENT FOR RECEIPT OF JOB DESCRIPTION

l, (Staff Member’s Printed Name) have received a
copy of the Job Description and have read and understand its contents.

Employee's Signature Date
Supervisor's Signature Date
Disclaimer: The above statements are intended to 2describe the general nature and level of work being

performed by staff members assigned to this job. It is not designed to be interpreted as a comprehensive inventory
of all duties, responsibilities and qualifications required of the staff member assigned to this job.




The Child Abuse Prevention Center
Job Description

Job Title: Lead Mental Health Worker Status: Non-Exempt
Department: In-Home Crisis Stabilization
Reports to:  Program Director Date: March 2019

Job Summary:
The primary responsibility of the Lead Mental Health Worker is to engage in a collaborative

process of assessment, planning, facilitation, care coordination, evaluation, and advocacy for
options and services to meet individual and family comprehensive health needs through
communication and available resources to promote quality services and outcomes. The Lead
Mental Health Worker will take the lead in training new Mental Health Workers on
documentation standards, Electronic database (Exym), and the overall Mental Health Worker
role in regards to Case Management and Individual/Family Rehabilitation. The Lead Mental
Health Worker will also maintain a caseload, while continuing to support and train new staff
members.

Goals:
1. Be part of a field-based crisis team that responds to family line calls 24/7 throughout the
community. (On-call duties are on a rotation basis amongst entire team)
2. Meet productivity level as defined by management.
3. Complete documentation as required by Supervisor and/or agency in a timely manner
and meets the standards of HCA, HIPPA, Medi Cal and other funding sources

Essential Duties and Responsibilities:

» Provide 24/7 intensive short-term crisis intervention and critical safety management
services as part of a rotation schedule. Services provided are to be provided primarily in
the home and to accommodate the client and family’s schedule.

» Provide 24/7 (on-call duties are on a rotation basis) intensive crisis intervention and
critical safety management services by conducting initial intakes based on an on-cail
schedule as needed.

e Provide support to the individual child and family to help them cope with stressors
related to serious emotional disturbance.

» Conduct a needs assessment of resource with child and family with the purpose of
increasing successful linkages within the community. Prioritize needs of child and family,
address barriers and reinforce benefits of using resources.

» Consult, confer and coordinate with referring and other community agencies and
resources to advocate for the mental health needs of the child/family.

 Provide rehabilitation services as needed to improve, maintain and restore functioning.
Services include social skills, impulse control, coping skills, communication, etc

» Provide parenting education as needed including setting limits, behavioral contracts,
communication, etc.

¢ Assist the family in identifying their child’s strengths and the strengths of the family.

¢ Maintain contact with caregiver of clients who are hospitalized/respite/residential and
participate in discharge planning and necessary collateral contacts.

* Document all services provided for contract compliance as well as financial, statistical
and other reporting purposes.

Disclaimer: The above statements are intended to ldescribe the general nature and level of work being
performed by staff members assigned to this job. It is not designed to be interpreted as a comprehensive inventory
of all duties, responsibilities and qualifications required of the staff member assigned to this job.




The Child Abuse Prevention Center
Job Description

Job Title: Lead Mental Health Worker Status: Non-Exempt
Department: In-Home Crisis Stabilization
Reports to:  Program Director Date: March 2019

» Take the lead in training new-hires related to all aspects of the Mental Health Worker
role (documentation, Exym, duties related to Case Management and Individual/Family
Rehabilitation),

Secondary Duties:
e Active participation in all required training.
» Participate in planning of various events as needed.
» Participate in weekly individual and team supervision.
» Conduct Intakes as needed when MHP'’s need assistance managing Immediate
Response calls on crisis line.

Maintain updated statistics monthly.
Working on specific assignments related to the agency as a whole.

Position Qualifications:
» B.S. Degree in Psychology, Sociology, Human Services, or Social Work, two years
experience preferred in Mental Health or related field.
Valid California Driver's License.
LiveScan fingerprinting required.
Experience with families and children is preferred.
Bilingual Spanish/Vietnamese desirable.

Working Conditions:
= Working environment is indoor, reasonably clean, well-lighted and ventilated

e Generally little or no probability of injury or health impairments
» Requires little or no physical effort involving intermittent standing, sitting or walking while
performing duties, occasional lifting up to 10 Ibs.

Amount of time spent on the following physical activities:

Amount of Time
Physical Demand None Up to 1/3 Up to 2/3 2/3 Plus

Stand

Walk

Sit

Use Hands

Reach with hand or arms
Climb or balance

Stoop, kneel, crouch or crawl
Talk or Hear

Disclaimer: The above stalements are intended to ~ 2describe the general nature and level of work being !
performed by stalf members assigned to this job. It is not  designed to be interpreted as a comprehensive inventory !

of all duties, responsibilities and qualifications required of the staff member assigned to this job.




The Child Abuse Prevention Center
Job Description

Job Title: Lead Mental Health Worker Status: Non-Exempt
Department: In-Home Crisis Stabilization
Reports to:  Program Director Date: March 2019

ACKNOWLEDGMENT FOR RECEIPT OF JOB DESCRIPTION

I, (Staff Member's Printed Name) have received a copy of
the Job Description and have read and understand its contents,

'Employee's Signature Date
Supervisor's Signature Date
Disclaimer: The above statements are intended to 3describe the general nature and level of work being

performed by staff members assigned to this job. It is not designed to be interpreted as a comprehensive inventory
of all duties, responsibilities and qualifications required of the staff member assigned to this job.




The Child Abuse Prevention Center
Job Description

Job Title: Family/Parent Partner Status: Non-Exempt
Department: In-Home Crisis Stabilization

Reports to:  Program Supervisor/Director Date: February 2018
Job Summary:

Goals:
1.

w N

The primary responsibility of the Family/Parent Partner is to establish and implement the
support services for parents and guardians of children participating in the Child In-Home
Crisis Stabilization program. They provide support in whatever way is most helpful to
each individual family including as a liaison to the in-home program and community
resources.

Be part of a field based crisis team that responds to ¢risis lines calls 24/7 throughout the
community.

Meet productivity level as defined by management.

Complete documentation as required by Supervisor and/or agency in a timely manner
and meets the standards of HCA, Medi Cal and other funding sources

Possess, or be willing to learn, “professional behavior” elements (e.g.} ability to work
with people, ability to clearly communicate with people, maintain confidentially, engage
in respectful interaction;

Essential Duties and Responsibilities:

Actively participate as a parent mentor to families currently, involved in the Child In-
Home Cirisis Stabilization program.

Provide 24/7 crisis intervention and critical safety management services based on an on
call schedule. Services provided are to be provided primarily in the home and to
accommodate the client and family’s schedule.

Provide support to the individual child and family to help them cope with stressors
related to serious emotional disturbance.

Conduct a needs assessment of resource with child and family with the purpose of
increasing successful. Prioritize needs of child and family, address barriers and reinforce
benefits of using resources.

Consult, confer and coordinate with referring and other community agencies and
resources to advocate for the mental health needs of the child/family.

Provide rehabilitation services as needed to improve, maintain and restore functioning.
Services include social skills, impulse control, coping skills, communication, etc

Provide parenting education as needed including setting limits, behavioral contracts,
communication, etc.

Assist the family in identifying their child’s strengths and the strengths of the family.

Maintain contact with caregiver of clients who are hospitalized/respite/residential and
participate in discharge planning and necessary collateral contacts.

Document all services provided for contract compliance as well as financial, statistical
and other reporting purposes.

Disclaimer:The above statements are intended to ~ ldescribe the general nature and level of work being
performed by staff members assigned to this job. It is not designed to be interpreted as a comprehensive inventory
of all duties, responsibilities and gualifications required of the staff member assigned to this job.




The Child Abuse Prevention Center
Job Description

Job Title: Family/Parent Partner Status: Non-Exempt
Department: In-Home Crisis Stabilization
Reports to: Program Supervisor/Director Date: February 2018

Secondary Duties:
* Active participation in all required training.

Conduct Intakes when needed.

Participate in planning of various events as needed.
Participate in weekly individual and team supervision.
Maintain updated statistics monthly.

Position Qualifications:
» Experience as a parent or family member who has been involved with the behavioral
health system.
» Some high school education. Diploma or GED.B.S. Degree in Psychology, Social
Work, two years experience preferred.
Valid California Driver’s License
Live Scan fingerprinting required
Experience with families and children is preferred.
Bilingual Spanish desirable.

Working Conditions:

¢ Working environment is indoor, reasonably clean, well lighted and ventilated

» Generally little or no probability of injury or health impairments

» Requires little or no physical effort involving intermittent standing, sitting or walking whiie
performing duties, occasional lifting up to 10 Ibs.

Amount of time spent on the following physical activities:

Amount of Time
Physical Demand None Up to 1/3 Up to 2/3 2/3 Plus

Stand

Walk

Sit

Use Hands

Reach with hand or arms
Climb or balance

Stoop, kneel, crauch or crawl
Talk or Hear

ACKNOWLEDGMENT FOR RECEIPT OF JOB DESCRIPTION

l, (Staff Member's Printed Name) have received a
copy of the Job Description and have read and understand its contents.

Employee’s Signature Date
Supervisor’s Signature Date
Disclaimer:The above statements are intended to ~ 2describe the general nature and level of work being

performed by staff members assigned to this job. It is not  designed to be interpreted as a comprehensive inventory
of all duties, responsibilities and qualifications required of the staff member assigned to this job.




The Child Abuse Prevention Center
Job Description

Job Title: Mental Health Professional Status: Exempt
Department: in-Home Crisis Stabilization

Reports to:  Supervisor Date: April 2019
Job Summary:

The Mental Health Professional serves as a liaison between children/families and systems, and
provides a wide range of services depending on the needs and expectations of each child and
family.

Goals:

1. Play lead role in a filed based crisis team that responds to crisis line calls 24/7 (on
rotation, 1-2x/week) throughout the community (primarily hospitals and schools for on-
call duties).

2. Provide treatment to clients and their families in their home/school/community, to assist
them in stabilizing and linking them to community resources.

3. Meet productivity level as defined by management.

4. Complete documentation as required by Supervisor and/or agency in a timely manner
and meets the standards of HCA, HIPPA, Medi Cal and other funding sources

Essential Duties and Responsibilities:

» Provide 24/7 (on call duties are on a rotation basis, 1-2x/week) intensive crisis
intervention and critical safety management services based on an on call schedule
(stipend and flex time available upon approval for calls received outside of
business hours).

* Services are to be provided primarily in the home and to accommodate the client and
family’s schedule.

» Prove support to the individual child and family to help them cope with stressors related
to emotional disturbance and stressors.

» Conduct a thorough clinical assessment including chief complaint, history, mental status
needs of family and disposition. Assessment is to be focused on the crisis and safety
concerns.

* Develop and implement a Client Service Plan with collaboration of child and families, in
order to provide Strength Based treatment.

* Areas of clinical focus include interventions focused on safety, coping skills, problem
solving, social support and communication.

* Monitor child/family participation and progress in organized treatment programs to
assure the planned provision of service according to the child’s individual treatment plan.

» Participate as a member of multi-disciplinary team in all treatment plan reviews of
children. Present case conceptualization and treatment plan in group supervision setting.

» Consuit, confer and coordinate with referring and other community agencies and
resources to advocate for the mental health needs of the child/family.

* Document all services provided for contract compliance as well as financial, statistical
and other reporting purposes

* Maintain contact with caregiver of clients who are hospitalized/respite/residential and
participate in discharge planning and necessary collateral contacts.

Disclaimer: The above statements are intended 10 ] describe the general nature and level of work being
performed by staff members assigned to this job. It is not designed to be interpreted as a comprehensive inventory
of all dulies, responsibilities and qualifications required of the staff member assigned to this job.




The Child Abuse Prevention Center
Job Description

Job Title: Mental Health Professional Status: Exempt
Department: In-Home Crisis Stabilization
Reports to:  Supervisor Date: April 2019

Secondary Duties:
* Attend all required trainings and meetings.

Participate in weekly individual and team group supervision.
Provide Family Line Support as needed.

Maintain updated statistics monthly.

Working on specific assignments related to the agency as a whole.

Position Qualifications:
* Master's degree in Social Work, Marriage and Family Therapy or related field

* Two years’ experience preferred
» Valid California Driver's License
» Experience with families and children is preferred
+ Bilingual Spanish/Vietnamese preferred
» Registration with BBS required
Working Conditions:

* Working environment is indoor, reasonably clean, well-lit and ventilated

» Generally little or no probability of injury or health impairments

* Requires little or no physical effort involving intermittent standing, sitting or walking while
performing duties, occasional lifting up to 10 Ibs.

Amount of time spent on the following physical activities:

Amount of Time
Physical Demand None Up to 1/3 Up to 2/3 2/3 Plus

Stand

Walk

Sit

Use Hands

Reach with hand or arms
Climb or balance

Stoop, knee!, crouch or crawl
Talk or Hear

ACKNOWLEDGMENT FOR RECEIPT OF JOB DESCRIPTION

l, (Staff Member's Printed Name) have received a
copy of the Job Description and have read and understand its contents.

Employee’s Signature Date

Disclaimer: The above statements are intended to 2describe the general nature and level of work being
performed by staff members assigned to this job. It is not designed to be interpreted as a comprehensive inventory
of all duties, responsibilities and qualifications required of the staff member assigned to this job.




The Child Abuse Prevention Center
Job Description

Job Title: Mental Health Professional Status: Exempt
Department: In-Home Crisis Stabilization
Reports to:  Supervisor Date: April 2019
Supervisor’s Signature Date
Disclaimer: The above statements are intended to 3describe the general nature and level of work being

performed by staff members assigned to this job. It is not designed to be interpreted as a comprehensive inventory
of ail duties, responsibilities and qualifications required of the staff member assigned to this job.




The Child Abuse Prevention Center
Job Description

Job Title: Licensed Mental Health Professional Status: Exempt
Department: In-Home Crisis Stabilization
Reports to:  Director, Mental Health Services Date: March 2019

Job Summary:
The Licensed Mental Health Professional serves as a liaison between children/families and

systems, and provides a wide range of services depending on the needs and expectations of
each child and family,

Goals:

1. Play lead role in a field based crisis team that responds to crisis lines calls 24/7 (on
rotation, 1-2x/wk) throughout the cornmunity (primarily hospitals and schools for on-call
duties).

2. Provide treatment to clients and their families in their home/school/community to assist
them in stabilizing and linking them to community resources.

3. Meet productivity level as defined by management.

4. Complete documentation as required by Supervisor and/or agency in a timely manner
and meets the standards of HCA, HIPPA, Medi Cal and other funding sources

Essential Duties and Responsibilities:

» Provide 24/7 (on-call duties are on a rotation basis, 1-2xs per week) intensive crisis
intervention and critical safety management services based on an on call schedule
(stipend and flex time available upon approval for calls received outside of
business hours).

¢ Services are to be provided primarily in the home and to accommodate the client and
family’s schedule.

» Prove support to the individual child and family to help them cope with stressors related
to emotional disturbance and stressors.

» Conduct a thorough clinical assessment including chief complaint, history, mental status,
needs of family and disposition. Assessment is to be focused on the crisis and safety
concerns.

» Develop and implement a Client Service Plan with collaboration of child and families, in
order to provide Strength Based treatment. Areas of focus include interventions focused
on safety, coping skills, problem solving, social support and communication.

«  Monitor child/family participation and progress in organized treatment programs to
assure the planned provision of service according to the child's individual treatment plan.

 Participate as a member of multi-disciplinary team in all treatment plan reviews of
children. Present case conceptualization and treatment plan in group supervision setting.

» Consult, confer and coordinate with referring and other community agencies and
resources to advocate for the mental health needs of the child/family.

¢ Document all services provided for contract compliance as well as financial, statistical
and other reporting purposes

» Maintain contact with caregiver of clients who are hospitalized/respite/residential and
participate in discharge planning and necessary collateral contacts

¢ Mentor and support pre-licensed Mental Health Professionals (MHPs) on the team.

i Disclaimer: The above statements are intended to ldescribe the general nature and level of work being
performed by staff members assigned to this job. It is not designed to be interpreted as a comprehensive inventory
of all duties, responsibilities and qualifications required of the staff member assigned to this Jjob.




The Child Abuse Prevention Center
Job Description

Job Title: Licensed Mental Health Professional Status: Exempt
Department: In-Home Crisis Stabilization
Reports to: Director, Mental Health Services Date: March 2019

» Wirite employee evaluations and conduct annual performance reviews with coordination
of Director of Mental Health Services.

Secondary Duties:
Attend all required trainings and meetings.

Participate in weekly individual and team group supervision.
Maintain updated statistics monthly.

Provide Family Line Support as needed.

Working on specific assignments related to the agency as a whole.

Position Qualifications:
» Masters degree in Social Work, Marriage and Family Therapy or related field
Two years experience preferred
Valid California Driver's License
Live Scan fingerprinting required
Experience with families and children is preferred
Bilingual Spanish desirable

Licensed Clinical Social Worker (LCSW) or Marriage and Family Therapist (MFT) in the
State of California
¢ Current registration with BBS required

Working Conditions:
¢ Working environment is indoor, reasonably clean, well lighted and ventilated

* Generally little or no probability of injury or heaith impairments
» Requires little or no physical effort involving intermittent standing, sitting or walking while
performing duties, occasional lifting up to 10 Ibs.

Amount of time spent on the following physical activities:

Amount of Time
Physical Demand None Upto 1/3 Up to 2/3 2/3 Plus

Stand

Walk

Sit

Use Hands

Reach with hand or arms
Climb or balance

Stoop, kneel, crouch or crawl
Talk or Hear

ACKNOWLEDGMENT FOR RECEIPT OF JOB DESCRIPTION

l, (Staff Member's Printed Name) have received a
copy of the Job Description and have read and understand its contents.

Disclaimer: The above statements are intended to 2describe the general nature and level of work being
performed by staff members assigned to this job. It is not designed to be interpreted as a comprehensive inventory
of all duties, responsibilities and qualifications required of the staff member assigned to this job.




The Child Abuse Prevention Center
Job Description

Job Title: Licensed Mental Health Professional Status: Exempt
Department: In-Home Crisis Stabilization
Reports to:  Director, Mental Health Services Date: March 2019

Employee’s Signature Date
Supervisor’s Signature Date
Disclaimer: The above statements are intended to 3_describe the general nature and level of work being

performed by staff members assigned to this job. It is not designed to be interpreted as a comprehensive inventory
of all duties, responsibilities and qualifications required of the staff member assigned to this job.




The Child Abuse Prevention Center
Job Description

Job Title: Mental Health Worker Status: Non-Exempt
Department: In-Home Crisis Stabilization

Reports to:  Supervisor Date: February 2018
Job Summary:

The primary responsibility of the Mental Heaith Worker is to engage in a collaborative process of
assessment, planning, facilitation, care coordination, evaluation, and advocacy for options and
services to meet an individual's and family’s comprehensive health needs through
communication and available resources to promote quality services and outcomes.

Goals:
1. Be part of a field-based crisis team that responds to family line calls 24/7 throughout the
community. {On-call duties are on a rotation basis amongst entire team)
2. Meet productivity level as defined by management.
3. Complete documentation as required by Supervisor and/or agency in a timely manner
and meets the standards of HCA, HIPPA, Medi Cal and other funding sources

Essential Duties and Responsibilities:

» Provide 24/7(on-call duties are on a rotation basis) intensive short-term crisis
intervention and critical safety management services as part of a rotation schedule.
Services provided are to be provided primarily in the home and to accommodate the
client and family’s schedule.

* Provide 24/7 intensive crisis intervention and critical safety management services by
conducting initial intakes based on an on-call schedule as needed.

» Provide support to the individual child and family to help them cope with stressors
related to serious emotional disturbance.

» Conduct a needs assessment of resource with child and family with the purpose of
increasing successful linkages within the community. Prioritize needs of child and family,
address barriers and reinforce benefits of using resources.

 Consult, confer and coordinate with referring and other community agencies and
resources to advocate for the mental health needs of the child/family.

« Provide rehabilitation services as needed to improve, maintain and restore functioning.
Services include social skills, impulse control, coping skills, communication, etc

» Provide parenting education as needed including setting limits, behavioral contracts,
cormmunication, etc.

* Assist the family in identifying their child’s strengths and the strengths of the family.

* Maintain contact with caregiver of clients who are hospitalized/respite/residential and
participate in discharge planning and necessary collateral contacts.

» Document all services provided for contract compliance as well as financial, statisticai
and other reporting purposes.

Secondary Duties:
» Active participation in all required training.
» Participate in planning of various events as needed.
¢ Participate in weekly individual and team supervision.

performed by staff members assigned to this job. It is not designed to be interpreted as a comprehensive inventory

Disclaimer: The above statements are intended to ldescribe the general nature and level of work being
of all duties, responsibilities and qualifications required of the staff member assigned to this job.




The Child Abuse Prevention Center
Job Description

Job Title: Mental Health Worker Status: Non-Exempt
Department: In-Home Crisis Stabilization
Reports to:  Supervisor Date: February 2018

* Conduct Intakes as needed when MHP’s need assistance managing Immediate
Response calls on crisis line.

Maintain updated statistics monthly.
Working on specific assignments related to the agency as a whole.

Position Qualifications:
» Some high school education, Diploma or GED, B.S. Degree in Psychology, Sociology,

Human Services, or Social Work, two years experience preferred in Mental Health or
related field.

Valid California Driver’'s License.

LiveScan fingerprinting required.

Experience with families and children is preferred.
Bilingual Spanish/Vietnamese desirable.

Working Conditions:
» Working environment is indoor, reasonably clean, well lighted and ventilated

¢ Generally little or no probability of injury or health impairments
» Requires little or no physicat effort involving intermittent standing, sitting or walking while
performing duties, occasional lifting up to 10 Ibs.

Amount of time spent on the following physical activities:

Amount of Time
Physical Demand None Up to 1/3 Up to 2/3 2/3 Plus

Stand

Walk

Sit

Use Hands

Reach with hand or arms
Climb or balance

Stoop, kneel, crouch or crawl
Talk or Hear

ACKNOWLEDGMENT FOR RECEIPT OF JOB DESCRIPTION

1, (Staff Member’s Printed Name) have received a copy of the Job
Description and have read and understand its contents.

Employee’s Signature Date

Supervisor’s Signature Date

performed by staff members assigned to this job. It is not designed to be interpreted as a comprehensive inventory

Disclaimer: The above statements are intended to 2describe the general nature and level of work being
of all duties, responsibilities and qualifications required of the staff member assigned to this job.




The Child Abuse Prevention Center
Job Description

Job Title: Mental Health Worker Status: Non-Exempt
Department: In-Home Crisis Stabilization
Reports to:  Supervisor Date: February 2018
| Disclaimer: The above statements are intended to 3describe the general nature and level of work being

performed by staff members assigned to this job. It is not  designed to be interpreted as a comprehensive inventory
of alt duties, responsibilities and qualifications required of the staff member assigned to this job.




The Child Abuse Prevention Center
Job Description

Job Title: Crisis Clinician — Per Diem/Weekend Status: Non-Exempt
Department: Children’s In-Home Crisis Stabilization

Reports to:  Program Director and Program Supervisor Date: May 2019
Job Summary

The per diem Mental Health Professional (MHP) serves as a liaison between children/families
and systems, and provides on a 24/7 basis, intake and assessment services to individuals
experiencing an urgent mental health situation depending on the needs and expectations of
each child and family in the Children’s In-Home Crisis Stabilization (CIHCS) program for the
Child Abuse Prevention Center. Position is primarily on-call per diem on an intermittent basis
as needed between the hours of 5:00 pm Friday through 8:00 am Monday. Position may also
provide services Monday through Thursday from 5:00 pm through 8:00 am.

Goals
1. Be part of a field based crisis team that responds to crisis line calls 24/7 throughout the
community.
2. Complete documentation as required by the Program Director and/or Program
Supetrvisor in a timely manner and mesets the standards of County of Orange Health
Care Agency (HCA), HIPPA, Medi-Cal and other funding sources.

Essential Duties and Responsibilities
+ Provide 24/7 crisis intervention and critical safety management services in the home or

elsewhere to best accommodate the child and family's schedule.

» Conduct a thorough intake, in order to have client successfully enrolled in program,
extensively safety plan with client and family to ensure overall safety.

¢ Consult, confer and coordinate with referring and other community agencies and
resources to advocate for the mental health needs of the child/family.

e Document all services provided for HCA contract compliance, as well as financial,
statistical and other reporting purposes.

Supervisory Relationship
Supervised by the Program Director and/or Program Supervisor

Position Qualifications
e Cannot have additional employment with an Orange County funded program
Master's degree in Social Work, Marriage and Family Therapy or related field
Two years’ experience preferred
Valid California driver’s license
Live Scan fingerprinting required
Experience with families and children is highly preferred
Bilingual Spanish required
Registration with California BBS required

Disclaimer: The above statements are intended to describe the general nature and level of work being performed by
staff members assigned to this job. It is not designed to be interpreted as a comprehensive inventory of all duties,
responsibilities and qualifications required of the staff member assigned to this job.




The Child Abuse Prevention Center
Job Description

Job Title: Crisis Clinician — Per Diem/Weekend Status: Non-Exempt
Department: Children’s In-Home Crisis Stabilization
Reports to:  Program Director and Program Supervisor Date: May 2019

Working Conditions
» Working environment is indoor, reasonably clean, well-lighted and ventilated

o Generally little or no probability of injury or health impairments
» Requires little or no physical effort involving intermittent standing, sitting or walking while
performing duties, occasional lifting up to 10 Ibs

Amount of time spent on the following physical activities

Amount of Time
Physical Demand None Up to 1/3 Up to 2/3 2/3 Plus

Stand

Walk

Sit

Use Hands

Reach with hand or amms
Climb or balance

Stoop, knesl, crouch or crawl
Talk or Hear

ACKNOWLEDGMENT FOR RECEIPT OF JOB DESCRIPTION

l, (Staff Member’s Printed Name) have received a
copy of the Job Description and have read and understand its contents.

Employee's Signature Date

Supervisor's Signature Date

Disclaimer: The above statements are intended to describe the general nature and level of work being performed by
staff members assigned to this job. It is not designed to be interpreted as a comprehensive inventory of all duties,
responsibilities and qualifications required of the staff member assigned to this job.




PROGRAM NARRATIVE/GOALS

The focus of the Children’s In-Home Crisis Stabilization (CIHCS) is to stabilize the client and reduce the risk of
hospitalization or re-hospitalization. The focus of the crisis team is to keep the family unit together by centering
support on service goals. The goal is to provide an immediate crisis response, which includes an assessment and
development of a Client Care Plan focused on crisis reduction and safety planning.

The CIHCS Program has a 24/7 Hour Crisis Line and 24/7 Hour Family Line. The 24/7 Hour Crisis Line is designated
for the Mental Health Professionals in order to respond to immediate responses, in person and within a 2-hour
time frame within Orange County. The 24/7 Family Line is available for currently enrolled clients to consult with a
Mental Health Worker over the phone to assist in de-escalating a current crisis situation.

The program provides short-term (3 week) field-based services in order to meet the needs of the client and
family. The services include a bio-psychosocial assessment, development of treatment goals, short-term
individual psychotherapy, collateral therapy, case management and mental health rehabilitation.

Success is accomplished in our program by being able to successfully link the client to long-term treatment, to
prevent re-hospitalization while being enrolled in our program and having clients successfully meet their
treatment goals and objectives for duration of services.

As a program, we have created an internal onboarding pre-hire orientation schedule which has assisted new
hires with training in various areas including (administration tasks/clinical client interventions/essential job duties
for the position/Medi-Cal documentation standards). Within our program, we have developed a cross training
process with our primary referring source, the Centralized Assessment Team (CAT). Within this process, all new
hired CAT team staff are training by our Program Supervisor and Program Director on our program’s referral
submission process, program criteria, immediate response protocol, intake process and services received.

The most significant barriers to the program include the volume of work not being commensurate with staffing
levels, not having a waitlist, and appropriateness of referrals.

The program has gotten creative by hiring per diem on-call staff to alleviate some of the after-hours work which
continues to increase. The recent trend has shown 2/3 of Immediate Response calls have come after hours. This
has put increased pressure on staff who provide after-hours support in addition to their regular full-time
schedule.

The program has never had detailed criteria for enrollment in the program. The contract states clients need to be
Orange County residents under the age of 18 who are displaying behaviors or a history of being seriously
emotionally ill, at risk of hospitalization or out of home placement, and unserved or underserved. That being
said, referrals are not being limited to these criteria and may not be appropriate for this program. The contract
states that the program cannot decline referrals to those who meet the criteria, yet there is no indication of how
to handle those who may not meet criteria. For example, CIHCS continues to receive referrals for very low risk
individuals including the following:

e Those who have anxiety but with no suicidal ideation, self-harm or other high-risk behaviors

e Individuals who are on the spectrum and very severe and/or non-verbal and already linked to ABA
services

e Individuals who are already either heavily linked (multiple providers already in place) or linked to at least
long-term treatment.



The program has seen tremendous growth since the current contract was created. Due the increased need in
the community, the proven success of the program, and accepting referrals beyond the original contract
guidelines, overall referrals have gone up every year for the past five years. They have increased by nearly 80%
in the past two years alone. Enrollments follow a similar pattern. The program has run into some challenges
with being able to provide timely, comprehensive service as the referrals have grown much larger than anyone
could have anticipated. The current contract requires the program serve at least 400 clients in a year. In 2016-
17, the program had 632 referrals and 412 admissions, so right on target. In 2017-18, referrals jumped 54% to
974 and total admissions skyrocketed to 654. These numbers continued to increase in 2018-19 with 1,121
referrals and 735 admissions. Based on the first quarter of the current fiscal year (2019-20), the program is on
pace to match or exceed last year’s numbers.

YEAR REFERRALS ADMISSIONS
2016-17 632 412
2017-18 974 654
2018-19 1121 735

To help handle the increase in admissions, the center is proposing and increase in staffing levels as follows:

Proposed Staffing Additions
e 1.0 FTE Associate Supervisor
e 2.0 FTE Mental Health Professional
e 1.0 FTE Mental Health Worker
e 50 FTE Biller

The 1.0 FTE Associate Supervisor will provide relief for the Program Director and existing Program Supervisor
who currently review all documentation for the staff. At current levels, this is already a significant challenge in
meeting the needs of the Program. With the addition of three DSH producing staff and proposed LPS
Certification of Mental Health Professional staff, it will be impossible to effectively manage the volume without
additional support. The 1.0 FTE Associate Supervisor will focus exclusively on documentation review and clinical
supervision of Mental Health Workers.

The 2.0 FTE Mental Health Professionals will allow for a better balance of work and hopefully result in retention
of quality staff. Presently, a number of the current Mental Health Professionals exceed their DSH requirement
each month, yet this is requiring 10-12 hour work days which is creating burnout and leading to turnover. The
addition of these two positions should help to alleviate some of the pressure.

The 1.0 FTE Mental Health Worker will provide additional support to the existing MHW team by balancing out
the workload and ensuring all clients receive timely and appropriate referrals.

The .50 FTE Biller is needed due to the increased volume of referrals/open cases. The referrals and admissions
have increased dramatically over the past two yet the staffing for the Billing Manager has remained the same.



Additionally, the program is proposing changing two of the Licensed Mental Health Professional positions to
unlicensed positions instead, mirroring the current staffing pattern. The rationale for this is as follows:

The initial reason for providing licensed Mental Health Professionals was for them to provide some
supervision to license waivered staff as a way to offset the workload for the existing Supervisor and
Director, as well as providing them the opportunity for development of supervisory skills. In reality,
the census has been so high that licensed staff do not have the time to provide this additional service
as it cuts down from their ability to see clients. The initial expectation was for someone two years
post licensure to be able to offer clinical supervision hours and this has been nearly impossible to
find.

Hiring and retaining of staff for the licensed Mental Health Professional position has become
increasingly difficult. During FY 19-20, an exception was requested and approved to hire non-
licensed Mental Health Professionals for existing vacant Licensed Mental Health Professional
positions due to the inability to fill the numerous vacancies. The expectation was to fill these
positions with licensed individuals upon the next vacancy. To-date, the program is running with
primarily non-licensed individuals providing direct service. The Mental Health Professional position is
highly stressful and not necessarily appealing to those who have obtained licensure, especially those
with two years post licensure experience. Those who express interest are turned away by the level
of pay and the 24 hour on-call availability. The salary would have to increase significantly to draw
interest from licensed individuals and doing so would create a discrepancy in salary with the existing
Supervisor position. It would require increasing the salary level of numerous positions which
adversely impacts the budget.

The role played by the licensed and unlicensed staff is exactly the same. There is no difference in
regards to case assignments or expectations.

The proposal is to keep two licensed Mental Health Professional positions so that staff will have the opportunity
to work towards advancement once they are licensed. With only two staff at this level, it will also be less of a
challenge finding opportunities for them to obtain some supervisory experience.



STAFFING PATTERNS

Title | staff Name FTE Expected DSH
DIRECT ADMINISTRATION
Compliance Officer ‘ Emma Popiolkowski 12 0
SUBTOTAL DIRECT ADMIN | .12 0

DIRECT NON-DSH PROGRAM
Chief Program Officer Bill Tornquist .24 0
Evaluation & Data Analyst Kevin Rhodes 17 0
EHR Support Specialist Ann Vu 17 0
Program Director Janel Falcon 1.0 0
Program Supervisor Adrianna Niizawa 1.0 0
Associate Supervisor PROPOSED 1.0 0
Billing Manager Jessica Fajardo 1.0 0
QA Coordinator Juana Alavez 1.0 0
Biller PROPOSED .50 0
Intake Coordinator Abigail Bernal 1.0 0

SUBTOTAL DIRECT NON-DSH | 7.08 0
DIRECT DSH PROGRAM
Lead Mental Health Worker Adriana Escobar 1.0 100
Parent Partner Cecilia Bendimez 1.0 100
Mental Health Professional Christopherson Gutierrez 1.0 100
Mental Health Professional Henry Cuellar 1.0 100
Mental Health Professional Estrella Tamburro 1.0 100
Mental Health Professional Jose Limon 1.0 100
Mental Health Professional PROPOSED 1.0 100
Mental Health Professional PROPOSED 1.0 100
Mental Health Professional Omar De La Vega 1.0 100
(Licensed) Mental Health Yessenia Gutierrez 1.0 100
Professional
(Licensed) Mental Health Diana Santana 1.0 100
Professional
Mental Health Professional Julia De Almeda 1.0 100
Mental Health Worker Blaine Murua 1.0 100
Mental Health Worker Belen Enciso 1.0 100
Mental Health Worker Stephanie Vergara 1.0 100
Mental Health Worker Johanna Munoz 1.0 100
Mental Health Worker Rosemari Navarette 1.0 100
Mental Health Worker PROPOSED 1.0 100
Per Diem Weekend Clinician Multiple --

SUBTOTAL DIRECTDSH | 18.0 1,800
PROGRAM TOTAL | 25.2 | 1,800

All direct service staff in the program have an FTE of 1.0. Direct Service Staff with expected productivity levels of
100 DSH monthly include Mental Health Professionals (Licensed), Mental Health Professionals (pre-licensed),
Mental Health Workers, Lead Mental Health Worker and Parent Partner.



Total productivity levels have been increased to reflect updated FTE with the addition of a Mental Health Worker
and two Mental Health Professionals. Management and administration staff including the Program Director,
Program Supervisor, Billing Manager, Intake Coordinator, and Quality Assurance Coordinator do not have an
expected monthly productivity requirement per current contract. The Intake Coordinator position was relocated
to the non-DSH program section.

The per diem Weekend Clinician does not have any expected monthly productivity. On the Renewal package
spreadsheet, this line item shows as .03 FTE for calculation purposes only, hence the .03 difference in overall
totals.



DSH, Units of Service, Outcomes

DSH/UOS

The program will provide In-Home Crisis Stabilization Services to a minimum of four hundred and eighty
(480) Clients. This is an increase from the current agreement (minimum 400 clients) based on the
proposed increase in Direct DSH Program Staff. Services include: crisis intervention, individual and
family therapy, and case management hours to eligible clients.

The program will provide a minimum of one hundred (100) DSH per month per billable FTE, twelve
hundred (1,200) DSH per year per billable FTE. This includes mental health, case management, crisis
intervention, and other support services inclusive of both billable and non-billable services.

The proposal to increase staffing includes 3.0 FTE of DSH producing staff, approximately a 20% increase.
To justify the added expense of the proposed staff, the agency proposes a similar 20% increase in the
minimum number of clients served, for a total of 480 annually. Additionally, the three DSH producing
staff would each have a goal of 100 DSH per month. With the additional proposed positions, the
program will consist of 18.0 FTE of Direct DSH Program Staff. This increase calculates out to 1,800 DSH
per month for the program, totaling 21,600 DSH annually.

The program requirement per contractual agreement is 50% billable and 50% non-billable DSH which
breaks down to 10,800 billable and 10,800 non-billable DSH. In FY 2018-19, the program reported 53%
billable and 47% non-billable through Medi-Cal. During the first quarter of the current fiscal year, this
pattern remains the same.

The DSH requirement for the Intake Coordinator (240 annually) has been removed as the position has
reverted back to its original role and is now listed as part of Direct Non-DSH Program staff.

OUTCOMES

Outcomes continue to be tracked using the Youth Outcomes Questionnaire (YOQ) to track client
response to treatment. This remains a challenge due to the brief tenure of the program and the
decision was recently made to only administer the YOQ twice during the 3 week program. In regards to
helpfulness for treatment, staff have struggled with the usefulness of this tool for this population. The
tool takes significant time to administer and is currently being done manually the majority of the time.
The results are not instantaneous and as such, are not helpful in providing guidance with treatment.



Client Fee Determination

The administration team checks Medi-Cal authorized clients for eligibility by going to the Medi-Cal website and
running a report in order to determine if their insurance carrier is Medi-Cal. Once the client is determined to be

Med-Cal eligible, the administration team bills the services rendered in IRIS. When clients are funded through the
Mental Health Service Act (MHSA), the administration team bills the clients in IRIS as “self-pay”.



Client Admission Criteria

In order to meet criteria for the program, the child must be 0-17 years old residing in Orange County, severally
emotionally disturbed (SED) working through a “crisis”, have a mental diagnosis, currently be a threat to self or
others, at risk for out of home placement due to acting out/aggressive behavior, psychosis, impaired functioning,
unserved and underserved due to linguistic or cultural isolation.



Client Referral Procedures

Our staff referral process and linkage to long term mental health services is as follows. In order to facilitate
strong linkages to appropriate resources, our team works to gather, assess and document the most accurate and
current needs of the child and family. This includes information to the Centralized Assessment Team (CAT),
referring parties, school personnel and other related resources provided to the client and family. This creates a
distinct profile that is captured in the Client Care Plan, the Safety Plan and the client/family Needs Assessment.
With this base of information, appropriate referrals can then begin as soon as the first meeting. Our resource
partners are able to use this information to respond more accurately to the child and the family’s needs, which
result in stronger linkage.



Client Wait List Policy

Not applicable. This program does not have a wait list.
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