TIPS FOR NEW AND
EXPERIENCED MENTORS
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CLEARING

Clear Clients

Some agencies have long lists of clients needing to be cleared.
VERSUS

Some agencies clear clients before the intake is closed.

Client Clearing Log x|

| , 7911 dients to retrieve. Do you want to continue?

I (e

CLEARING PRIORITIES

Prioritize clearing victims and offenders

Prioritize clearing clients in open assessment
and case management workgroups




CLEARING WITH ESTIMATED DATE OF BIRTH

Add Estimated Date of Birth to Clearing Log using

Column Field Chooser:

Cty Cr
v SSN -]
[v Date of Birth
[ worker Name
[v Last Changed By
[ Last Chg Date
[ SSIS Person #
[ SWNDX #

[~ pMIz
[ Gender

Sdcstoos .0 .
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CLEARING WITH ESTIMATED DATE OF BIRTH

Tip: Click and drag column headers to have Date of Birth
and Est. DOB next to each other.

| Cty Cr / |State Cr |Recondle  |Date of Birth Est, DOB |Name

4 3/27/1896 Kellen, Kitty Amy
M v 12/13/1964 |Appleford, Anna Barbara
4 5/24/19%0 Newfamily, Knutegirl
M v 5/1/1967 |kester, ken
v 4/25/1997 BAD DATA, Bad Baby
[ v 2/1/1960 |Appieford, Albert Aaron
4 9/29/1972  |Bear, Monique
M v 11/1/1966  |Davids, Deneen
[ v |717/1960 _ [Bear, Joseph

NEW CLIENT WITH ESTIMATED DATE OF BIRTH

Entry of New Client with Estimated Date of Birth and Clearing

Status of Uncleared Client:

Pesson Infs ion | Workgroup |
Name / Status / Gender

Prefic  Firstname Middle name  Last name Suffix
Legal Name: ~| [Faiy I [Spruce «| I Unknown
Clearing Status: | Uncleared Clent =] Gender: € Male @ Femde
Birth/Death Information
Date of birth: | | age | 4months* Date of deatn: -

Est dateofbith: | 17172015 x| Est age: [I




VIEW OF NEW CLIENT WITH ESTIMATED
DATE OF BIRTH ON CLIENT CLEARING LOG

7/22/2015

Client last name: ISDIUCE Date: I EI to I 3
E|ctyar / |stateCr |Reconcle |DateofBirth  |Est. DOB | Name

"4 9/6/2012 Spruce, Fir
>

SWNDXVIEW OF CLIENT WITH ESTIMATED
DATE OF BIRTH

Clearing Clients with Estimated Dates of Birth allows other
local agencies to see current and/or historical information.

Name: Fairy Spruce - Aitkin SSN:

DOB: PMIZ:

Estimated DOB: 1/1/2015 - Aitkin ES#

Date of death: SWNDX #: 37255562

Gender: Female PRISM MCI#:

Hispanic: DHS Entity D:

Names | 55N | Race | Address | MAXIS | PRISM | County | Offender | Relationshin/TPR || AP Reparts | CP Reparts | Workgroups |
ype © | Name

RECONCILE CLIENTS WITH MAXIS

MAXIS PROVIDES CLIENT PERSON MASTER INDEX NUMBERS (PMI)

MAXIS ISTHE AGENCY THAT CONFIRMS SOCIAL SECURITY NUMBERS WITH
THE SOCIAL SECURITY AGENCY.

1o Recorcle | |DateofBeth  |Es£.008 |Mome
Recondle | 6/12/1%38 Cottonwosd, Fard e
Recondle |8/15/1998 Dogwesd, Darren John

Recondie 82919 (Croress, Jeddiah Carson
Reconde
Recorcte
Recorde
Reconcie
Reconcle
Recondle
Reconde
Recorcic
Retonde
Reconcie

As0en, Acpes Ruth
Hanmarn, Ho Aguat
Recondle Redwead, Raich Raymend
Reconde ormoed, Hada Celese
Reconde SIU/STMaraun, devsbel Louse

UL R Y
\&*\\\4\\\'\\&4\&"\\5
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WHY DOESN'T THE CHILD/OBSERVATION COUNT
WHEN WE KNOW THE WORKER COMPLETED IT?

1) One typical reason is that the intake did not have a Disposition/Close reason
entered prior to the CP assessment workgroup being opened.

The “timeframe” of the Child/Observation Interview does not start until the Close
Reason is entered.
Disposiicn / Cose

Cose Reason [Open fo assessment - Inke conplete

Cloge Date / Time: A | [1241PM

<

2) The worker entered the Child Observation/Interview as a Client Contact.

TIME REPORTING THAT IS NOT A CONTACT

Itis not a completed contact when you leave a voice mail.
Workers have not had completed “Contacts With” Files.
Neie

Case Documentation: Day Care Provider interview, collateral contacts, checked
SSIS history, determination letters, case closing and data entry into SSIS

Corntact

Purpons: [Cose Docimeriuion

— c Contactwan: | Add|
wemoa:  [Other -] (Rl s

tocoton: [Ofcs <] i O

TIME REPORTING THAT IS NOT A CONTACT,
CONTINUED

Contact Completing a
Purpose: |Flﬁ>«ble case management wrote plan to Carol case plan fora
clientis not a
saus € L completed
i n
Methog:  |E-mal v contact

¢ Location: |Office v




TIME REPORTING THAT IS NOT A CONTACT,
CONTINUED

Hfgsizsva provider Case Management Service

Though a worker travels
— for their job, it is not
Purpose: | Travel Time: Day care provider merview ortheirJob, Itisnota
completed contact .

Status: & c
Method:  |Facetoface -
Location: | Fieki/home -
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TIME REPORTING THAT IS NOT A CONTACT,
CONTINUED

Use of local agency or personal initials or acronyms: Will the following
individuals know what they mean?

Statewide Case Access Workers
{ortat

Attorneys i
Supervisors Pupose:  HSC OV and CYaNSC
DHS Reviewers ; R ‘
Judges S war [ "
Future Caseworkers Vet [Dher ] T f ——
¥ Tl
Locan: | Feidheme j

TIME REPORTING THAT IS NOT A CONTACT,
CONTINUED

Enter Professional Collaterals into SSIS Database with contact information. Future
needs of Supervisors, local agency or statewide staff, or the current worker over a
long period of time will make this agency and phone number difficult to find.

Gt
Pt | Liewols 851 35758
sy | Conpited € Atlenpled Contac W —
Methog:  |Emal - hEF —
v Lierorks 651 366 3759
9 Locaton: [Offce K|




QUESTIONS?

Remember: Call the SSIS Help Desk!

651-431-4801
Dhs.ssis.fiscal @state.mn.us
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