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INTRODUCTION

To assistthe lowa Department of Public Healthto meet the Substance Abuse Block Grant Requirements (§96.126,§96.131) for

tracking treatment capacity for individuals who are pregnantand/or have useda drug(s) vialVinjectionin the past 30days, the
State Waitlist has been devel oped within I-SMART.

The State Waitlist menu option, labeled asm in Figure 1 below, is accessedviathe “blue” Home Page menu on theleft handside of
the I-SMART Home Page screen. The State Waitlistis visible to a user when the Grant Managementdomainisadded to an Agency

Profile in I-SMART, their Staff Member Accountincludes the Grant Management domain and the Cross Agency State Waitlist
Management role.

WITS I-SMART QA Administrative Agency & Shiver, Taylor ~ =

> 10080 Logout

© Help Resources | @ Snapshot

Home Page Change Facility
» State Waitlist

Current Agency

Administrative Agency
» Agency

» Group List

Current Facility

Mew Agency |Adm|n|5tratweAgenc‘y

» Client List | |
- - Mew Facilit Administrative Unit
» System Administration ew Faclily | | A |

Support Ticket

Figure 1: I-SMART Change Facility Screen

This State Waitlist Guide contains anoverview of the State Waitlist workflow, screenshots of the workflow, and additional
informationto help support the use of the State Waitlist. Send questions regarding the State Waitlist to SAPGData@idph.iowa.gov.

STATE WAITLIST WORKFLOW

The State Waitlist workflowlisted below shows the steps to use the State Waitlist within -SSMART.

1. To adda patientto the Waitlist, the user creates a Client Profile forthe patient (if not alreadycreated).
2. Theuser clicks on the State Waitlistand chooses anappropriate agency(s)/program(s)for the patient.

Ill

3. Users willclickonthe “pencil” iconnextto the program selected to create a Client Waitlist Profile.
e Thisiswheretheuser willindicate whether the patient has signed the consent form.
o Ifthe patientdidsign aconsentform:

a. The patientmaynow be placed on the Statewide Waitlist. Client Waitlist Profile will be saved, and the
patient's waitlist status is set to “Referred”.

o Ifthe patientdid not sign a consent form:
a. The patientmay notbe placed on a cross-agency waitlist and Client Waitlist Profile will not be saved.

b. The patients may be placed on alocal waitlist, Client Waitlist Profile will be saved, and patient’s waitlist
status issetto “Referred”.

4. Firstemail notification —users with “Cross-Agency Waitlist Management (Full Access)” role withinthe receiving agency(s) will
receive an email notificationwhen the patientis placed on their waitlist.

5. Specified users within thereceiving agency review anabbreviated version of the Client Waitlist Profile and changes to the
Waitlist Status to one of the following values:
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e Rejected
o Arejected statusisrequired to havea rejection reason.
e Pending Admission
o APending Admissionstatusisrequired to have a Pending Admission Date

e Admitted
o An Admitted statusisrequired to have an Admission Date (Is notto bea futuredate)
e Closed

o AClosedstatusisrequired to havea Closure Reason.
6. Ifthe receivingagency decidesto move forward with a referred patient, the waitlist status will be setto “Pending Admission”

with a Planned Date of Admissionlisted.
o Specified users within the placed by agencywill receive an email notification when the patient has a Planned Date
of Admission.
7. Whenthe“referred to program” admits the patient, the specified user will update the patient’s waitlist status to “Admitted”
and submitthe Date of Admission. This cannot be a future date.
o Specified users within the “referring program” willreceive email notification when the waitlist statusis changed to
“Admitted.”

Note: The User atthe referred to program can choose to set the patient’s waitlist status to “Closed” at any time if the patient has not
been “Rejected” or “Admitted”. The following “Closure Reasons” are available:

e Pending Admission at another program

e Unableto locate patient/Patient refuses treatment

e Patientdid notshow

If a patientis added (referred) to multiple program waitlists, the first program to change the patient’s waitlist status to “Pending
Admission” will automatically change the remaining waitlist statuses from “Referred” to “Closed”.

8. The Client Waitlist Profile locks and workflow ended once the patient status changes to admitted.

ASSUMPTIONS

o Patients will sign consents (release of information) outside of I-SMART via the “referring agency’s” current consent
policy/procedure.

o Referringagencies will sendthe “referral packet” to the programs for which the patient was referred on the date thatthe
patientis placedon the waitlist.

e For patientsthatdo nothavea Client Profile in|-SMART, the user will create a Client Profile.

o Note: Ifthe agencyisnotusing |-SMART as their Full Clinical System or as lowa Reporting, no further action is
necessary.

o The Priority Score field contains the score based on responses to the two dropdowns “Pregnant” and “IV Drug User” on the
Client Waitlist Profile. When either of thosefields equals “Yes” the Priority Score is calculated (Pregnant=3; |V Drug User =
2; both=5).
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Figure 2: I-SMART Agency Change Facility Screen
To seeand access the State Waitlist menu item (A), the following must bein place:

o The GRANT MANAGEMENT DOMAIN is added to the Agency Profile;

o Add GRANT MANAGEMENT DOMAIN to the Staff Member Accounts;and
o Add CROSS-AGENCY WAITLIST MANAGEMENT (Full Access) to the Staff Member Accounts.

@ There is currently 1 person that has been referred in.

@ There is currently 1 support ticket with status 'Pending WITS Admin'.

Home Additionally, the Waitlist Client Waiting Alert (Figure 3 has
Anncuncements been enabled (Home Screen alert). The Waitlist Client
Actions | Summary, Posted Date WaitingAlertis available for Agencies to track patients that
havebeen onthewaitlist for a particular period (configurable
by agency)).
Actions Alert Type LClient Name; 1D

Figure 3: I-SMART Home Page

STAFF MEMBER ACCOUNT

Therearetwo Staff Member Account Roles tied to the State Waitlist (See D in screenshot below). Select and add CROSS-AGENCY
WAITLIST MANAGEMENT (Full Access) for those staff members who will be using and monitoring the State Waitlist.

Available Roles [_] wide nnerited Roles ] Show descripion  Assigned Roles [#] snow description
wait Search..
Cross-Agency Waitlist Management (Full Access) Task Group o Agency Administrator Task Group ° -
Allows access to the Cross-Agency Waillist menu items and screens. User can create new  View included roles This role should be assigned to the person in charge of updating an Agency record (Agency View included roles
records and edit existing ones. Profile, Contacts, Governance, Announcements, Tx Team Groups, etc ). This role gives
access to all sub-menus under the Agency List, as well as Group Notes and the Reports
Cross-Agency Waitlist Management (Read-Only) Task Group [+ section.
Gives user access to the Cross-Agency Waitlist menu items and screens in read-only mode.  View included roles
Case ReOpen Task Group -]
Allow the user to re-open a closed case on Client List/Activity List/Intake screen. View included roles
Client Diagnosis (Full Access) Task Group -]
Full access to the Diagnosis fields on Client Diagnosis screens under Client List/Activity View included roles

Figure 4: Staff Member Account Roles
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The Grant Management Domain needs addedto each accountinorderto see the STATE WAITLIST in the I-SMART Home Screen
Menu.

Grant Management % v

Figure 5: Staff Member Account Domains

PROGRAM SET UP

IMPORTANT: IDPH will set up each facility and programin I-SMART that will be participating in the State Waitlist.
Agencies are not to editany programset up to participate in the State Waitlist.

If updates to an existingprogram or a new participating program needs added, please contact the SAGP Data Help Desk
(sapgdata@idph.iowa.gov). State Waitlist programs will have GRANT MANAGEMENT as the selected DOMAIN (See Figure 6 below).

The WAITLIST AVAILABILITY willbe required (dark yellow) if the user Staff Member Accountincludes the role “Cross-Agency Waitlist
Management (Full Access)’. Thereis a business rule for AGE GROUP to makeitrequired if the WAIT LIST AVAILABILITY type equals
“Cross-agency” or “Local only”. If not, thefieldis read-only.

All current programsin I-SMART will default the WAITLIST AVAILABILITY TYPE to NONE.

Program Setup
Agency Hame [Area Substance Abuse Council

Facilty Name Hightower Place
Program Name ASAM 3.1 (WC)
Display Name ASAM 3.1 (WC)

Domain Grant Management -

Modality | 17-Clinically managed low intensity residential =]

WModality Specifier [Woman with children residential =]

Gurrent Enrolled O

Program Type Substance Abuse Treatment

Level of care [1IL1 =]

Available Reporting Guidelines Selected Reporting Guidelines
‘A :
B conderspesme [Femate [
st sttty Tpe (Crossageney 1]
Program Start Date 9/1/2020 &9 End Date =]
Cancel
Actions | Capacity Type Capacity. Start Date End Date
& B 14 97112020

Figure 6: Program Setup Screen
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ADDING A PATIENT TO THE STATE WAITLIST

To add a patientto the State Waitlist, click on STATE WAITLIST inthe I-SMART side menu (See Figure 7 below). Users may search by
MODALITY, PROGRAM NAME, AGENCY NAME, FACILITY NAME, AGE GROUP, and GENDER SPECIFIC to filter the listed Agency/Facility
options. (Note: Beds/Slots available will not be available for filtering.)

Home Page State Waitlist Search

~ State Waitlist
fr— Program Name.

My Programs Faciy GeaCose .| BedsiSiots Available
My Ciients Soeney ame Faciity Name .
» Agency R = Gender specic 5
» Group List

» Client List

» System Administration

z:::‘: — actons AgencyFaciy Fcycy |eromn Modaiy pusbe g e
, Alcohol and Drug Dependency Service/ADDS Residential Tx Burlington ASAM 3.1 Clinically managed low intensity residential 10 o AdultCO-ED
, Alcohol and Drug Dependency Service/ADDS Residential Tx Burlington ASAM 3.5 Clinically managed high intensity residential 10 o AdultCO-ED
, Area Substance Abuse CouncilHeart Of lowa Cedar Rapids ASAM 3.1 (WC) Clinically managed low intensity residential 12 0 Adult/Female
, Area Substance Abuse CouncilHeart Of lowa Cedar Rapids ASAM 3.3 (WC) Clinically managed medium intensity residential 12 0 Adult/Female
, Area Substance Abuse CouncilHeart Of lowa Cedar Rapids ASAM 3.5 (WC) Glinically managed high intensity residential 12 0 Adult/Female
P e — inen rsas1 16 lncaly mansse o mnsty esenl s 0 carense
5 rea Substance Ao ouning o inen 2531 v ey mansged o sy e n o aauiine
| Pea Sibstnce Aouse GunliResen N e E ey mansged o sy e w0 » Tounicoen
| Fea Substnca Aoms Gunlico Rasen cosampes Aau3 o) ey managed sty esdena w0 » Tounicoen
T e —— P PR ety manages i sty e w0 0 Tounicoen
P r—— cosarpes somus ey manged o sty e 0 o saco o

Figure 7: State Waitlist List

|”

Clickon the “pencil” to “Review List” whichwill bring up the CLIENT WAIT LIST screen. Click on GO to see the patients currently on
the program’s waitlist. Click on ADD CLIENT WAITLIST to add a patient to the program’s waitlist (see Figure 8 below).

Client Waitlist

Agency Area Substance Abuse Cou Facility Heart Of lowa
Program Name ASAM 3.1 (WC) Modality Clinically managed low intensity residential
Available Siots 12 Age/Gender Adult/Female

Stalus v

Client Waitlist List Add Client to Waitlist

Actions  Waitlist ID Placed by Agency, Pregnancy Due Date Person who Uses IV Drugs Days Priority Score Status

Figure 8: Client Waitlist List

After clickingon ADD CLIENT TO WAITLIST, the CLIENT WAIT LIST PROFILE screen will appear.
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CLIENT WAITLIST PROFILE

In the Client Waitlist Profile (see Figure 9 below), the selected Agency/Facility/Program information will be greyed out. The user then
enters thename of the client using the CLIENT NAME field. The user can search by usingfirstname or last name of the client. For
programs not using|-SMART for SUD treatment datareporting, a Client Profile may need created in|-SMART before completing the
CLIENT WAITLIST PROFILE.

Client Waithst Prodike
Agency Area Substance Abuse Cou Facity Heart Of lowa AgeSender AdullFemale
Progiam ses AT
ﬁwt ASAM 3.1 (WC) Wodaity Chmically managed low imlensity residenbal
A"%"{Eﬁ 12 Waitiist Status Riafared Diate oo Waitist =]

Planned Dale of Admission

Diale of Admression

Chosure Aeasons ®
Cherd Hame Typé hene bo deasct 0 Uregue Clenl Humber Phonsg Nurbser
DoB Last & of 55N Gerser
IV Dinsg User ¥ Pregnant .
D Dale g
Crihar Prienty Opliony Selnciad Frgaity Oplecen
All Othiar
Contract
KY
Pregnanily Lizers - n
Priceity Score Add client 1o 2l waithists for this modalty™  |NO
How viad the chen ardorrmed of the despoaiion 7 ¥

15 comesent sagried !

Regection Reason

The user will completetherequired fields (hardyellow) to complete the CLIENT WAITLIST PROFILE:

Date on Wait List — Thiss field defaults to the currentdate and should not be changed.

Client Name —Thisisasearch field. Typein the patient's first or lastname anda list of names to select fromwill appear.

Phone Number- This may auto populateif provided inthe Client Profile, if not, please enter the patient’s phone number.

IV Drug User —If the patientreports using a drug(s)via IV Injection inthe past 30 days, select “Yes.”

Pregnant —If Gender equals “Female”, then select the appropriate response.

Due Date —If Pregnant equals “Yes”, enter the due date as reported by the patient.

Add client to all waitlists for this modality? — This field defaults to “No”. The user may select “Yes” to add to all programs

offering the modalityselected (Level of Care).

o How wasthe client informed of the disposition? —Select the applicable optionon communication of referral disposition to
the patient.

e Is consent signed? —To placea patient on the State Waitlist, a consent to thereferred to program(s) mustbesigned.

Selecting “No” will cancel thereferral.
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Client Waitlist Profile

Agency Area Substance Abuse Cou Facility Heart Of lowa AgeiGender AdultiFemale
P’ﬁ;m ASAM 3.1 (WC) Modality Clinically managed low intensity residential
A"a‘;g‘g 12 Waillist Status Referrad Date on Waitiist 9/30/2020 =)
Planned Date of Admission “Is Consent Signed?” Business Rule:
Date of Admission
Closure Reasons v .
If the field “Is consent signed?” equals “No” or “Refused”, the
jent Hame nique Glient Number Phone Number (555) 555-5555 . e
ctentrame [Boone, Sara . Client Waitlist Profile would not be created.
DOB [1/8/1963 Last 4 of SSN 3541 Gender Female
IV Drug User | Yes - Pregnant | Yes T
Due Date 11/2122020 P
Exception: The exception to this rule isifthe useris placinga
patient on a local waitlist, meaning the agency on the Client
Qther Pricrity Opfions Selected Priority Options:
Contadt - E - Waitlist Profile matches the context agency.
Pregnentty Users . .
oty Score 4dd clent o alwaiists for this modaity? [NG | = Error Message: “Client cannot be addedto this Waitlist without
5 H ”
ot s e et ks o e oo [P having a signed consent.

s consent signed?

Rejection Reason

=1 3 B

Figure 11: Client Waitlist Profile - completed

Onceallfields are completed, click FINISH. Then a prompt will appear to confirm the referral.

Are you sure you want to add 'Boone, Sara’ to the waitlist for Area Substance Abuse Council, Heart Of lowa, ASAM 3.1 (WC)?

= o

Figure 12: Client Waitlist Profile confirmation

CLIENT WAITLIST

Oncethe Client Waitlist Profile has been completed andsubmitted, the patient name shows on the selected Program Waitlistand
then the Client Waitlist screen displays (Figure 13).

Note: In Figure 13 example, only the patient added is displayed, as no other patients are currently on the waitlist. This Client Waitlist
will show an entry foreach patient on the program waitlist.

Client Waitlist

Agency Area Substance Abuse Cou Faciiity Heart Of lowa
Program Name ASAM 3.1 (WC) Modaiity Clinically managed low intensity residential
Available Slots 12 AgeiGender Adult/Female

Status r

Client Waitlist List

Add Client o Waitlist

Actions  Waitlist 1D Placed by Agency, Pregnancy Due Date Person who Uses IV Drugs "’—k’f’%“n Priority Score Status
I lowa Depariment of Public Health 11212020 Yes 0 5 Referred

Figure 13: Client Waitlist
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Usethe STATUS dropdown (see Figure 13) to filter the Client Wait List:

Referred—defaultstatus when referral made (patient added to a program waitlist).
Rejected —referred to program has rejected thereferral (rejectionreason given).
Pending Admission —referred to program has accepted the referral andscheduled anadmissiondate.

Admitted —referred to program has admitted patient.
Closed —patientis nolonger on the waitlist.

The CLIENT WAIT LIST shows the Wait List ID, Placed by Agency, Pregnancy Due Date, Personwho Uses IV Drugs, Days Waiting,
Priority Score and Status. The Priority Score (determined by an algorithm) gives preference to priority populations (pregnant

women, persons who injectdrugs). Pregnant woman injecting drugs would have the highest Priority Score. If two or more patients
havethe same Priority Score, then the patient who has the highest number of “Days Waiting” is listed higher on the waitlist.

To cancel a completed referral, the referring agency will open

MY CLIENTS, find the referred patient, click on the “pencil”icon ~ Are you sure you want to delete this client from the waitlist?
and choose “Delete”. Theuser seethiswarning: Areyou sure m

you want to delete this client from the waitlist?

Clicking “Yes” will delete the referral(s) made for this patient.

MY CLIENTS

By selecting MY CLIENTS under STATE WAIT LIST in the I-SMART Menu, the MY CLIENTS list will
appear.The MY CLIENTS listshows all referred patients from the agency and their status (Figure

14). + State Waitlist

Home Page

My Programs

Figure 14: State Waitlist- My Clients

Client Waitlist Search

Client FN Client LN Unique Client
Humber
Agency = Modality
Program Name Status . Days Waiting
HIv - IV Drug Use . Pregnant
‘Waitlist ID
Clear Finish
Client Waitlist List
Actions Waitlist ID Client Name Agency/Facility Program Name %?ifnn Priority Score Person who Uses IV Drugs. Pregnancy Due Date Status
& o Training, Apri Area Substance Abuse CouncilHeart Of lowa ASAM 3.5 (WC) 2 5 Yes 1712020 Referred
P Boone, Sara Area Substance Abuse CouncilHeart Of lowa ASAM 3.1 (WC) 0 5 Yes 12112020 Referred
, 389 Edwards, Edward lowa Department of Public Health/Residential PPW 97 2 Yes Closed
ks Eduwards, Edward lowa Depariment of Public Health/Residential PRV o7 2 Ves Closed
ks Waitinglist, Patient Alcohol and Drug Dependency Service/001 - ADDS 17 - Level 111 Residential 91 2 Yes Admitted
& BoeZimi, Jane House of Mercy/House of Mercy ASAM 3.5 (WC) 1 2 Yes Referred

Figure 15: Client Waitlist Search and List

Figure 15 shows the Client Waitlist Search and options that are available to filter the Client Waitlist List at the bottom of the figure.
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MY PROGRAMS

For Agencies that have Programs thatare participating on the State Waitlist, users cansee the
referrals made and status by selecting MY PROGRAMSunder STATE WAIT LISTin the I-SMART

Menu (Figure 16).

Upon clicking MY PROGRAMS, the PROGRAM WAITLIST SEARCH and LIST screen will appear

(Figure17).

« State Waitlist

My Clients
Figure 16: My Programs

Home Page

Program Waitlist Search

Facility
Status
Modality

Waitlist 1D

Pragram Name

Available Slots

Program Waitlist List
Actions  Waitlist 1D
391

&
& m

Program
003- Adult Halfway House
ASAM 3.5 (WC)

ASAM 3.1 (WC)

ASAM 3.1 (Male)

ASAM 3.1 (Male)

ASAM 3.1 (Male)

ASAM 3.1 (Male)

009- Adult Halfway House
009- Adult Halfway House
009- dult Halfway House
009- Adult Halfway House
003- Adult Primary Residential

GM ADOL Res ASAG

GM ASAC Residential

ASAM 3.1 (Male)

Placed by Agency,
Grant Management Provider

lowa Depariment of Public Health

lowa Department of Public Health

Area Substance Abuse Council
Area Substance Abuse Council
Area Substance Abuse Council
Area Substance Abuse Council
Area Substance Abuse Council
Area Substance Abuse Gouncil
Area Substance Abuse Council
Area Substance Abuse Council

Grant Management Provider

Grant Management Provider

Grant Management Provider

Area Substance Abuse Council

Pregpancy Due Date Person who Uses IV Drugs. Days Waiting Priority Score
613072020 es 9% 5
11712020 es 2 5
1112112020 Yes 0 5
Yes 104 2
Yes 104 2
Yes 104 2
Yes 104 2
Yes 104 2
Yes 104 2
es 104 2
Yes 104 2
es 58 2
Yes 58
Yes 58
No 104 ]

Status -

Rejected

Referred

Referred

Closed
Closed
Closed
Closed
Closed
Glosed
Closed
Closed
Admitted

Rejected
Admitted

Closed M

Figure 17: Program Waitlist Search and List

The default STATUS is always “referred” until the referredto program takes action. Note the various search options available to filter

the Program Waitlist.

To updatean open referral, click on the “pencil’ iconwhichwill
open the CLIENT WAITLIST PROFILE.

Upon notification of thereferral made, the referred to program

will updatethe WAIT LIST STATUS:

o Rejected—Referral wasnotaccepted.

o Pending Admission —Referral was accepted and

pendingadmissionscheduled.
o Planned Date of Admission —projected date

of admissionto the program.
o Admitted —Referral admitted.

o Date of Admission - datereferral
admitted; closes the waitlistentry.

Client Waitlist Profile

Agency Area Substance Abuse Cou

Program
9013 |ASAM 3.5 (WC)

Facility Heart Of lowa
Modality Clinically managed high intensity residential
Available (15 Waillist Status v
Slots
Planned Date of Admission
Date of Admission

Closure Reasons

Phone Humber [[000) 000-0000

Giher Priority Oplions Selected Priority Options

All Other . =
Contract
KY
Pregnant/IV Users - n -
Priority Score 5 Add client to all waitlists for this modality?  NO

How was the client informed of the disposition? In Person

Is consent signed? Yes

Rejection Reason

Date on Waitlist 9/28/2020

Figure 18: Client Waitlist Profile

NOTE: “Closed” isalso an option if the referred to program isunable to locate the patient, the patient fails to show, or there isa pending
admission to another program (in instances where a patient referral to more than one program at the same modality (Level of Care) occurs.
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STATE WAITLIST NOTIFICATIONS

The State Waitlist generates email notifications at four different times during the State Waitlist process. Users at the referringand
referred to agencies with the Cross Agency Waitlist Management role will receive these notifications as applicable.

Referral Made: Whena patientis placed ona program/agency’s Waitlist (referred to program)
Pending Admission: When a patientis pending an admission date. (referring program)
Admission: When a patientis admitted (referring program)

Closure: When a patient’s waitlist status is closed (referring program)

A W N -

Figure 19 belowisanexample of whata notification email will | ook like.

Individual placed on Waitlist Inbox

noreply@i-smart.org via feisystems3.onmicrosoft.com Sep 29, 2020, 442 PM ¥

to me, mary.crawford -
A patient with the Waitlist ID 411 has been placed on the Waitlist for ASAM 3.5 (WC) at House of Mercy. Please go to Waitlist Client Management Screen to review this record.

Figure 19: Email Notification Example

TECHNICAL ASSISTANCE

For questions regardingthe |-SMART State Waitlist Guide or for technicalassistance inthe management of participating waitlist
programs (edits, adding new, etc.), please contact the SAPG Data Helpdeskat (sapgdata@idph.iowa.gov).

12 | Page


about:blank

	INTRODUCTION
	STATE WAITLIST WORKFLOW
	ASSUMPTIONS

	I-SMART STATE WAITLIST
	STAFF MEMBER ACCOUNT
	PROGRAM SET UP
	ADDING A PATIENT TO THE STATE WAITLIST
	CLIENT WAITLIST PROFILE
	CLIENT WAITLIST

	MY CLIENTS
	MY PROGRAMS
	STATE WAITLIST NOTIFICATIONS

	TECHNICAL ASSISTANCE

