KAT Client Entry in CAN:
Ensuring Complete and Quality Client Entry
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Through data entry and reporting, CAN tells the story of KAT’s case management
services with our clients. It is important that entry in CAN be both complete and include quality
information in order to highlight the hard work that everyone in the field is doing to contribute to the
overall work of the consortium. What follows here is not an exhaustive list of all fields that must be
entered and updated in CAN, but serves as introduction to the key aspects of CAN that should be
completed at a minimum.

. All entries in CAN begin with a search for your client in CAN’s database to verify that
your client is not receiving KAT case management services from another partner agency. After searching
CAN with a couple different methods to ensure that the client is not already in CAN, open a new client
record. If you find that a potential client is already being case managed by another KAT agency, but the
client requests you to be their case manager, see “What happens if a client that | want to work with
already has an assigned case manager” at the end of this document.

il field is marked for all KAT case managed cases.

¥4 field should be marked as Open or Closed

¥l field should be entered with your name

Vi should be indicated according to the case’s head of household

I -

¥ 1 # , found in CAN under “Additional Client/Caller Information” in “On-Line Support
Assistant” section, is marked in the following format mm/dd/yyyy (ex: 05/01/2006).

¥4 , found in CAN under “Demographic Information” in “On-Line Support Assistant” section, is
marked according to the gender of the case’s head of household.

M $ , found in CAN under “Demographic Information” in “On-Line Support Assistant” section, is
marked according to the ethnicity of the case’s head of household.

M % & , found in CAN under “Additional Client/Caller Information “ in “On-Line Support
Assistant” section, is marked according to the client’s current state of residence.

M| " " , found in CAN under “Additional Client/Caller

Information” in “On-Line Support Assistant” section, should be marked according to the number of
people in current household.

i1 Update ( Y% ) * and ( % ( according to referrals
and services provided to clients. If the referral or service is not found by searching CAN, utilize
CAN'’s generic services profile or contact your supervisor as updates/registration of services need to
be made in the Resource Database of CAN for either your agency or services available in your
community.

b Complete the (1) +* -,/ ( " ( 0O +* —_) 123
1 + * ,—_ fields found under “Additional Client/Caller Information *
in “On-Line Support Assistant” section, and appropriately input the value of services provided by the
LTRC/UNT to the client in the field when a case has been provided to the LTRC/UNT (Note: Means
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to Recovery is not considered a LTRC but rather a service provided even though
resources are accessed through the LTRC).
i Update ( )% ) * and ( % ( according to referrals
and services provided to clients. If the referral or service is not found by searching CAN, utilize
CAN's generic services profile or contact your supervisor as updates/registration of services need to
be made in the Resource Database of CAN for either your agency or services available in your
community.
Mark Recovery Plan was developed found within the Case Management section of CAN.
Complete information on the . page including appropriately marking
information found under the _ section and the section.
At the time of case closure, don't forget to offer the Client Satisfaction Survey to your clients.
Make sure you complete the new section in CAN called “Needs Met” under the Case Summary
Section, using the Case Closure/Summary Form Addendum.
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(For both Open and Closed Cases)

The Case Transfer-Locked Fields Project (CAN changes implemented on June 25, 2007) will now
require a transfer request to be made via a CAN generated email when a client has an assigned case
manager. If a client that enters your office already has a case manager assigned to working with his/her
case, contact the case manager immediately. In many cases, clients will not be aware that they can not
work with multiple agencies. In most situations like this, the second case manager will simply refer the
client back to the original case manager for continued case management services.

If a client has relocated and/or is no longer able to work with the original agency, contact still must be
made with the original case manager. By contacting the case manager associated with the case prior to
requesting a transfer, it is more likely that a transfer will be accepted and granted if the case manager is
alerted to the request and agrees with the reason for a transfer. Once the “sending” case manager
accepts the transfer request, CAN will automatically remove the “sending” agency’s case manager and
will assign the “receiving” case manager as the primary case manager for the client’s record.

At this time, the following procedures are required of the receiving case manager;
e |If the client’s record was marked as “Open” at the time of transfer — the “receiving” case manager
will keep the case status as “Open”
o If the client’s record was marked as “Closed” at the time of transfer — the “receiving” case
manager will change the case status to “Open”
o ¥ «( ______ 6
&+ 7 "8
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Duplicate client entries: support@can.org
Updating your agency’s referrals and services: contact your supervisor
Help with updating the “Agency, Program and Services” in CAN’s Resource Database: support@can.org
Need more training or have questions: register at http://www.can.org/training or contact your KAT CMTS for on location
training as available.
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