SERVICES REPORT

	Case Name
	Worker Safety Concerns
	Report Number

	     

	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	     


	Date and Time Report Received
	Access Report Type

	     

	     


	Name – Worker
	Name – Supervisor
	County

	     
   
	     
   
	     


	Specific Services Requested

	     


	I.
	Family Information

	
	Name – Family
	Telephone Number – Home

	
	     

	     


	
	Address – Street

	Apt. No.
	City / Town
	State
	Zip Code

	
	     

	     

	     

	     

	     


	
	Primary Language:
	     

	 FORMCHECKBOX 


	Yes
	 FORMCHECKBOX 


	No
	Interpreter needed?

	
	Directions to House

	
	     


	
	A.
	Household Members


	
	
	Name
	Role
	Relationship
	DOB
	Age
	Gender
	Race


START_DYNAMIC_TABLE=ADULT

	
	
	     

	     

	     

	     

	  

	     

	     



END_DYNAMIC_TABLE=ADULT
	
	
	

	
	
	HM
	=
	Household Member
	A
	=
	Asian or Pacific Islander

	
	
	IC
	=
	Identified Child
	B
	=
	Black

	
	
	NM
	=
	Non-Household Member
	I
	=
	American Indian / Alaskan Native

	
	
	PN
	=
	Parent / Parental Role
	P
	=
	Native Hawaiian / Other Pacific Islander

	
	
	RN
	=
	Report Name
	U
	=
	Unable to Determine

	
	
	
	
	
	W
	=
	White

	
	
	


START_DYNAMIC_TABLE=CHILD

	
	
	Information that the  FORMDROPDOWN 
 
may have American Indian heritage; including names of tribe(s) if known.

     


	
	
	


END_DYNAMIC_TABLE=CHILD
	
	B.
	Parent(s) Not in Home / Other Non-Household Members 

	
	
	Name
	Relationship
	Address
	Telephone No.
	DOB
	Gender
	Race


START_DYNAMIC_TABLE=PARENT

	
	
	     

	     

	     

	     

	     

	     

	     



END_DYNAMIC_TABLE=PARENT

	 II.
	Narrative

	
	
	     


	III.
	Agency Response

	
	A.
	Supervisor Screening Decision 

	
	
	Decision
	Date / Time Decision was Made

	
	
	     

	     


	
	
	Explain Decision

	
	
	     


	
	B. 
	Other Information

	
	
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	After Hours Report
	

	
	
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	Referral Packet Received?
	Date Packet Received:      


	
	
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	Court Ordered Study?
	Date Report Due in Court:      


	IV.
	Signatures

	
	

	
	
	
	
	

	
	
SIGNATURE - Worker
	
	Date Signed
	

	
	

	
	
	
	
	

	
	SIGNATURE - Supervisor
	
	Date Signed
	


�This field is pre-filled.


This field is not editable on the template.


The data can be corrected as follows: update the participant identified as the Reference Person on the Access Report page/Participants tab.


�This field is pre-filled.


This field is not editable on the template.


The data can be corrected as follows: select or unselect the Worker Safety Concerns checkbox on the Access Report page/Decision tab.


�This field is pre-filled (system generated).


This field is not editable on the template and cannot be updated.


�This field is pre-filled.


This field is not editable on the template.


The data can be corrected as follows: The field pre-fills from the Date and Time Report was Received fields on the Decision tab of the Access Report page and can be updated before the Screen In or Screen Out decision has been made.  Once the screening decision is made and the record is linked to a case, these fields become view only.


�This field is pre-filled. 


This field is not editable on the template.


The data can be corrected as follows: The Access Report Type is pre-filled with the Service Report Type from the Services tab of the Access Report page and can be updated by selecting another value from the Service Report Type drop-down field before the report has been linked to a case.


�This field is pre-filled.  


This field is not editable on the template.   


The data can be corrected as follows: the worker’s name can be updated (by supervisor) on the Person Management page/Basic tab.


�This field is pre-filled.  


This field is not editable on the template.   


The data can be corrected as follows: the supervisor can be updated (by supervisor) in the Supervisor Name field on the worker's Maintain Worker Information page.


�This field is pre-filled.


This field is not editable on the template. 


This field can be corrected as follows: The County pre-fills with the county name of the worker who created the template. If this is incorrect, the worker's supervisor needs to update the worker's county in the worker's Maintain Worker Information page.


�This field is pre-filled.


This field is not editable on the template. 


This field can be corrected as follows: This field can be updated on the Services tab of the Access Report page in the Specific Services Requested group box.


�This field is pre-filled.


This field is not editable on the template. 


This field can be corrected as follows: The Name – Family is pre-filled using the name of the person identified as the Reference Person on the Participants tab of the Access Report page and can be updated before a case is created or the report is linked to a case.


�This field is pre-filled.


This field is not editable on the template. 


This field can be corrected as follows: The Telephone Number – Home is pre-filled from the Phone field for the Participant with a relationship of Reference Person and can be updated either using the Access Participant page for a newly created person or by selecting the Participant Name hyperlink and using the Person Management Address tab before a case is created or the report is linked to a case.


�This field is pre-filled.


This field is not editable on the template. 


This field can be corrected as follows: The Address – Street is pre-filled from the Street field for the Participant with a relationship of Reference Person and can be updated either using the Access Participant page for a newly created person or by selecting the Participant Name hyperlink and using the Person Management Address tab before a case is created or the report is linked to a case.


�This field is pre-filled.


This field is not editable on the template. 


This field can be corrected as follows: The Apt. No. is pre-filled from the Apt. field for the Participant with a relationship of Reference Person and can be updated either using the Access Participant page for a newly created person or by selecting the Participant Name hyperlink and using the Person Management Address tab before a case is created or the report is linked to a case.


�This field is pre-filled.


This field is not editable on the template. 


This field can be corrected as follows: The City/Town is pre-filled from the City field for the Participant with a relationship of Reference Person and can be updated either using the Access Participant page for a newly created person or by selecting the Participant Name hyperlink and using the Person Management Address tab before a case is created or the report is linked to a case.


�This field is pre-filled.


This field is not editable on the template. 


This field can be corrected as follows: The State is pre-filled from the State field for the Participant with a relationship of Reference Person and can be updated either using the Access Participant page for a newly created person or by selecting the Participant Name hyperlink and using the Person Management Address tab before a case is created or the report is linked to a case.


�This field is pre-filled.


This field is not editable on the template. 


This field can be corrected as follows: The Zip Code is pre-filled from the Zip field for the Participant with a relationship of Reference Person and can be updated either using the Access Participant page for a newly created person or by selecting the Participant Name hyperlink and using the Person Management Address tab before a case is created or the report is linked to a case.


�This field is pre-filled.


This field is not editable on the template. 


This field can be corrected as follows: The Primary Language is pre-filled from the Primary Language drop-down in the Status group box on the Decision tab of the Access Report page and can be updated before a case is created or the report is linked to a case.


�This field is pre-filled.


This field is not editable on the template. 


This field can be corrected as follows: Update on the Decision tab of the Access Report page before a case is created or the report is linked to a case.


�This field is pre-filled.


This field is not editable on the template. 


This field can be corrected as follows: Update on the Decision tab of the Access Report page before a case is created or the report is linked to a case.


�This field is pre-filled.


This field is not editable on the template. 


This field can be corrected as follows: The Directions to House field is pre-filling using the data entered into the Directions to House narrative field on the Narrative tab on the Access Report page and can be updated on the Narrative tab of the Access Report page before the screening in or screening out decision has been made.


�This field is pre-filled.


This field is not editable on the template. 


This field can be corrected as follows: The Name field is pre-filled with all Access participants identified with a role of Household Member and can be updated on the Participants tab of the Access Report page for a newly created person or by selecting the Participant Name hyperlink and using the Person Management Address tab before the screening decision has been made.  Additionally, the Roles for the participants can be updated using the Roles hyperlink on the Participants tab of the Access Report page before a case is created or the report is linked to a case.


�This field is pre-filled.


This field is not editable on the template. 


This field can be corrected as follows: The Role field is pre-filled using the Role of the participant and can be updated using the Roles hyperlink on the Participants tab of the Access Report page before a case is created or the report is linked to a case.


�This field is pre-filled.


This field is not editable on the template. 


This field can be corrected as follows: The Relationship field is pre-filled from the relationship drop-down on the Participants tab of the Access Report page and can be updated on the Participants tab of the Access Report page before a case is created or the report is linked to a case.


�This field is pre-filled.


This field is not editable on the template. 


This field can be corrected as follows: The DOB field is pre-filled with the DOB of the participant and can be updated either by using the Access Participant page for a newly created person or by selecting the Participant Name hyperlink and using the Person Management Basic tab before a case is created or the report is linked to a case.


�This field is pre-filled.


This field is not editable on the template. 


This field can be corrected as follows: The Age is system determined by using the creation date of the Access Report and the Access Participant's DOB.  The Age field can be updated either using the Access Participant page for a newly created person or by selecting the Participant Name hyperlink and using the Person Management Basic tab before a case is created or the report is linked to a case.


�This field is pre-filled.


This field is not editable on the template. 


This field can be corrected as follows: The Household Members – Gender is pre-filled using the Gender of the participant and can be updated either using the Access Participant page for a newly created person or by selecting the Participant Name hyperlink and using the Person Management Basic Tab before a case is created or the report is linked to a case.


�This field is pre-filled.


This field is not editable on the template. 


This field can be corrected as follows: The Race field is pre-filled from the Race of the participant and can be updated either using the Access Participant page for a newly created person or by selecting the Participant Name hyperlink and using the Person Management Basic tab before a case is created or the report is linked to a case.


�This field is user-selected.


The values are: child, children.


�This field is pre-filled.


This field is not editable on the template. 


This field can be corrected as follows: This field pre-fills from the 'Information that the child(ren) may have American Indian heritage, including names of tribe(s) if known' field on the Narrative tab of the Access Report page and can be updated before a case is created or the report is linked to a case.


�This field is pre-filled.


This field is not editable on the template. 


This field can be corrected as follows: This field is pre-filled with all Access participants not identified with a role of Household Member and can be updated on the Participants tab of the Access Report page for a newly created person or by selecting the Participant Name hyperlink and using the Person Management Address tab before the screening decision has been made.  Additionally, the Roles for the participants can be updated using the Roles hyperlink on Participants tab of the Access Report page before a case is created or the report is linked to a case.


�This field is pre-filled.


This field is not editable on the template. 


This field can be corrected as follows: This field is pre-filled using the Relationship drop-down of the participant on the Participants tab of the Access Report page and can be updated before a case is created or the report is linked to a case.


�This field is pre-filled.


This field is not editable on the template. 


This field can be corrected as follows: This field is pre-filled from the Address fields for the participant and can be updated either using the Access Participant page for a newly created person or by selecting the Participant Name hyperlink and using the Person Management Address tab before the screening decision has been made.


�This field is pre-filled.


This field is not editable on the template. 


This field can be corrected as follows: This field is pre-filled using the Phone field of the participant and can be updated either using the Access Participant page for a newly created person or by selecting the Participant Name hyperlink and using the Person Management Address tab before the screening decision has been made.


�This field is pre-filled.


This field is not editable on the template. 


This field can be corrected as follows: This field is pre-filled using the DOB of the participant and can be updated either using the Access Participant page for a newly created person or by selecting the Participant Name hyperlink and using the Person Management Basic tab before a case is created or the report is linked to a case. Once the report is linked to a case, the DOB field becomes view only.


�This field is pre-filled.


This field is not editable on the template. 


This field can be corrected as follows: This field is pre-filled using the Gender of the participant and can be updated either using the Access Participant page for a newly created person or by selecting the Participant Name hyperlink and using the Person Management Basic tab before a case is created or the report is linked to a case.


�This field is pre-filled.


This field is not editable on the template. 


This field can be corrected as follows: This field is pre-filled using the Race of the participant and can be updated either using the Access Participant page for a newly created person or by selecting the Participant Name hyperlink and using the Person Management Basic tab before a case is created or the report is linked to a case.


�This field is pre-filled.


This field is not editable on the template.


The data can be corrected as follows: This field pre-fills all questions and associated text entered into the Narrative section of the Access Report page (except for the 'Directions to House' and 'Contacts / Others with Information About Family' questions since these pre-fill to other sections of the template). Only questions with associated text will pre-fill to the Narrative section.  The Narrative section can be updated by entering information on the Narrative tab of the Access Report page.  These fields can be updated until the case is created or the report is linked to a case.


�This field is pre-filled.


This field is not editable on the template.


The data can be corrected as follows: The Screening Decision can be updated using the Screen In and Screen Out radio buttons on the Decision tab of the Access Report page before the case is created or the report is linked to a case.


�This field is pre-filled.


This field is not editable on the template.


The data can be corrected as follows: The Date / Time Decision can be updated on the Decision tab of the Access Report page before the case is created or the report is linked to a case.


�This field is pre-filled.


This field is not editable on the template.


The data can be corrected as follows: This field can be updated in the Explain field in the Supervisor Decision group box on the Decision tab of Access Report page before the case is created or the report is linked to a case.


�This field is pre-filled.


This field is not editable on the template.


The data can be corrected as follows: The After Hours checkboxes pre-fill from the Decision tab of the Access Report page and can be updated before a case is created or the report is linked to a case.


�This field is pre-filled.


This field is not editable on the template.


The data can be corrected as follows: The Referral Packet Received checkboxes pre-fill from the Services tab of the Access Report page and can be updated before a case is created or the report is linked to a case.


�This field is pre-filled.


This field is not editable on the template.


The data can be corrected as follows: The Date Packet Received field can be updated on the Services tab of the Access Report page before a case is created or the report is linked to a case.


�This field is pre-filled.


This field is not editable on the template.


The data can be corrected as follows: The Court Ordered Study checkboxes pre-fill from the Services tab of the Access Report page and can be updated before a case is created or the report is linked to a case.


�This field is pre-filled.


This field is not editable on the template.


The data can be corrected as follows: The Date Report Due in Court field can be updated on the Services tab of the Access Report page before a case is created or the report is linked to a case.
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