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Authorization Form Guidance
1. Can informed verbal consent be used to initiate the referral and intake process even though a written authorization (Form-CIS-03) is not received with the referral?

Yes, informed verbal authorization for referral to the CIS Intake Team obtained by the referral source can be used to initiate the referral and intake process for Children’s Integrated Services. If the yes box is checked for the question Is the Family is Aware of the CIS referral (Form-CIS-01, Version7-09) then verbal authorization has been obtained to bring the referral to the CIS Intake Team. If the no box is checked then the referral source must obtain authorization for referral by the parent/legal guardian before the referral can be accepted by the CIS Intake Team.
2. When must the written authorization be obtained?
If the referral source does not include a written authorization (Form-CIS-03), the CIS Intake Coordinator or another member of the Intake Team or their designee will ask the individual or parent/legal guardian of the individual for authorization. If written authorization is obtained then the Initial Intake Form (Form-CIS-02) is completed.

3. If an individual or parent/guardian of the individual referred to CIS verbally agreed to the CIS referral but no longer is interested when contacted by the CIS Intake Coordinator (thus withdraws verbal authorization) can CIS maintain the referral information for program administrative purposes?
Yes, this data can be kept for program administrative purposes as stated in the AHS Consumer Information and Privacy Rule.
4. Is this authorization process HIPPA compliant?

It is only compliant for the purposes of obtaining information for your multi-disciplinary team discussion between CIS team members. This authorization is not for disclosure of information to others outside of the team. To release information beyond the CIS team you will need a more specific authorization.
5. How does an individual or parent/legal guardian revoke their authorization?

The individual or parent/legal guardian would let their service coordinator know, in writing, that they wished to withdraw their authorization for a specific service or all services.

6. A copy of a signed authorization form is included with a request for additional information request from a child care provider for example.  How can I address the situation when more than one person/entity is checked for authorization to obtain additional information on the Authorization Form and the individual or parent/legal guardian would not want the other entity(ies) to know as it is sensitive information (such as substance abuse counselor)?

In this situation, complete a separate authorization form for that entity that the individual or parent/legal guardian considers sensitive thus keeping this information separate. The authorization form signed by the parent and included with the request for additional information from child care provider would have no reference to the authorization to obtain additional information from the substance abuse counselor.

7. Can informed verbal consent be used to initiate the referral and intake process even though a written authorization (Form-CIS-03) is not received with the referral? 

Yes, informed verbal authorization for referral to the CIS Intake Team obtained by the referral source can be used to initiate the referral and intake process for Children’s Integrated Services. If the yes box is checked for the question Is the Family is Aware of the CIS referral (Form-CIS-01, Version7-09) then verbal authorization has been obtained to bring the referral to the CIS Intake Team. If the no box is checked then the referral source must obtain authorization for referral by the parent/legal guardian before the referral can be accepted by the CIS Intake Team.

8. When must the written authorization be obtained?

If the referral source does not include a written authorization (Form-CIS-03), the CIS Intake Coordinator or another member of the Intake Team or their designee will ask the individual or parent/legal guardian of the individual for authorization. If written authorization is obtained then the Initial Intake Form (Form-CIS-02) is completed.

9. If an individual or parent/guardian of the individual referred to CIS verbally agreed to the CIS referral but no longer is interested when contacted by the CIS Intake Coordinator (thus withdraws verbal authorization) can CIS maintain the referral information for program administrative purposes?

Yes, this data can be kept for program administrative purposes as stated in the AHS Consumer Information and Privacy Rule.

10. Is this authorization process HIPPA compliant? 

It is only compliant for the purposes of obtaining information for your multi-disciplinary team discussion between CIS team members. This authorization is not for disclosure of information to others outside of the team. To release information beyond the CIS team you will need a more specific authorization.

11. How does an individual or parent/legal guardian revoke their authorization?

The individual or parent/legal guardian would let their service coordinator know, in writing, that they wished to withdraw their authorization for a specific service or all services. 

12. A copy of a signed authorization form is included with a request for additional information request from a child care provider for example.  How can I address the situation when more than one person/entity is checked for authorization to obtain additional information on the Authorization Form and the individual or parent/legal guardian would not want the other entity(ies) to know as it is sensitive information (such as substance abuse counselor)?

In this situation, complete a separate authorization form for that entity that the individual or parent/legal guardian considers sensitive thus keeping this information separate. The authorization form signed by the parent and included with the request for additional information from child care provider would have no reference to the authorization to obtain additional information from the substance abuse counselor.
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