CMHC FILE REVIEW TIP SHEET
[bookmark: _Hlk534332395]Reviewing applicant file folders is an important part of your job as a center mental health consultant (CMHC) and can be complex.  You will be asked by the health and wellness manager (HWM) and/or disability coordinator (DC) to review folders and speak with applicants who have a history or current psychiatric disorder and/or emotional/behavioral difficulties.  When you receive the file, all medical, psychological, and educational information should be in a sealed envelope within the file.  File review involves more than a center’s consideration for whether they want to recommend acceptance or denial of an applicant. It also involves consideration of the applicant’s civil rights, the appropriateness of the Job Corps program for the applicant, and a reasonable expectation that the applicant can benefit from the program. For more detailed information on the center's role in the applicant file review process review PRH Form 1-07 Applicant File Review Guidance – Center Process which can be found under “PRH Resources” at https://supportservices.jobcorps.gov/health/Pages/NeedsAssessmentDirectThreat.aspx#forms.
 The specific goals of your review are:
1. To evaluate the information contained in the folder and make a clinical recommendation after interviewing the applicant and considering accommodations. A recommendation should be made whether the applicant poses a direct threat or if Job Corps can provide health care management for the applicant’s mental health condition. To assist with the interview of the applicant use the Sample Applicant Clinical Interview Questions which can be found under “Forms and Documents” – “Applicant File Review” at: https://supportservices.jobcorps.gov/Health/Pages/MentalHealth.aspx#forms
2. [bookmark: _Hlk534332423]To determine if the applicant poses a direct threat to self or others that cannot be alleviated with reasonable accommodation.  If indicated, complete the Form for Individualized Assessment of Possible Direct Threat (PRH Chapter 2, Form 2-04). The form can be found can be found under “PRH Resources” at: https://supportservices.jobcorps.gov/health/Pages/NeedsAssessmentDirectThreat.aspx#forms
3. To determine whether the applicant’s health care needs are manageable at Job Corps or whether, even with reasonable accommodations, the needs are beyond Job Corps’ basic health care responsibilities.  If indicated, complete the Form for Individualized Health Care Needs Assessment (PRH Chapter 2, Form 2-05). The form can be found can be found under “PRH Resources” at:  https://supportservices.jobcorps.gov/health/Pages/NeedsAssessmentDirectThreat.aspx#forms
There are also recorded video vignettes to assist you in completing each section of this form.  Go to the link below and look under “Training Slides”. https://supportservices.jobcorps.gov/health/Pages/NeedsAssessmentDirectThreat.aspx#forms
4. To recommend and review reasonable accommodations for applicants with mental health disabilities.  For guidance regarding whether an applicant qualifies as having a disability, please refer to PRH Chapter 2, Form 2-03 Definitions and Documentation Requirements Related to Reasonable Accommodations for Applicants and Students with Disabilities. https://supportservices.jobcorps.gov/health/Pages/NeedsAssessmentDirectThreat.aspx#policy
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As a CMHC, you are a consultant to Job Corps and can only make recommendations regarding applicant files.  Your center director will review your recommendation and then send your recommendation, along with the applicant’s file, to the Regional Office for a final decision. This tip sheet was developed to help you identify which forms and types of information to review in the applicant’s file as well as what to look for when reviewing an applicant’s file.  You will review several forms including:
· ETA 6-52 Outreach and Admission Applicant Information Sheet—Provides basic demographic information, name of admissions counselor, and date the applicant applied to the Job Corps program.  Please note and question if there is a delay between when applicant applied to program and when you received the file.
· ETA 6-53 Health Questionnaire—Provides information on medical, mental health, substance use, and oral health.  This is the primary health form.  Look for items checked, especially in sections 8, 9, 10, and 11.  For positive items checked look for additional information in the file.  For example:
Job Corps has Chronic Care Management Plans (CCMPs) for mental health disorders.  Each plan has a form to be completed by the applicant’s treating provider.  The admissions counselor should send the form to the provider for completion.  This may be in the file or sent separately.  CCMP health provider forms can be found on the Health & Wellness website: https://supportservices.jobcorps.gov/health/Pages/HCGuidelines.aspx#ccmps 

· Health, Educational and Other Information
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· 
· CCMPs
· Psychological Reports
· Treatment Provider Summaries
· Hospital Discharge Summaries
· Individualized Education Plans (IEPs)
· 504 Plans
· Behavior Intervention Plans
· Court History
· Applicant Statement
· Letters of Recommendation

Recommendations
“Okay, I have reviewed all of the information in the file and interviewed the applicant.  Now, how do I go about assessing the information and making a recommendation?”
Key points to consider
· Please contact your regional mental health specialist to discuss the file and recommendation.  If you are not sure who to contact, ask the HWM at your center. For contact information see: https://supportservices.jobcorps.gov/health/Pages/Directory.aspx
· Regardless of whether you are making a recommendation for entry into the program or to deny entry, you MUST still forward the files of applicants with disabilities to the Disability Coordinator and Reasonable Accommodation Committee (RAC) for consideration of possible accommodations.  This must be documented in the file.  Use the Job Accommodation Network for accommodation ideas at http://askjan.org/, or the Job Corps Disability website located at: https://supportservices.jobcorps.gov/disability/Pages/default.aspx
· Applicants cannot be denied admission solely based on the need to provide reasonable accommodation or modification.
· Consider the student’s strengths and challenges related to all areas including:
· Academics
· Work history
· Behavior history
· Interpersonal relationships with family and peers
· Mental health, medical, and substance use history
· If there is concern related to academics, have the academic manager (usually the co-disability coordinator) review the file and give recommendations.  Note: Applicants cannot be denied solely on the basis of low IQ.  Do not make statements regarding an applicant’s inability to complete academic training or a specific trade based on their IQ.  If relevant data from the applicant’s history and your clinical review indicate concerns of safety, judgment and/or poor adaptive living skills related to cognitive functioning, complete the direct threat or health care needs assessment, as appropriate.
· Consider whether cultural beliefs of the applicant or language barriers impact an applicant’s behavior, responses to questions, or in any other way impact the overall assessment of the applicant’s capabilities.
· Consider the applicant’s past behavioral and social history in a residential or group setting.
· Consider the applicant’s current behaviors in settings like Job Corps.
· Also note, if available, the history of behaviors/actions that might have been exhibited during times of medication non-compliance vs. medication compliance.
· Always consider whether or not reasonable accommodation would alleviate the barriers to enrollment.
Key points to remember.  DO NOT:
· Base your assessment of the applicant’s capability on any single criterion, e.g. in special education classes.
· Assume an applicant’s level of capability based upon a diagnostic label alone, e.g., Schizophrenia.
· Base your assessment of an applicant’s capability based upon an IQ score alone.  IQ score validity, especially for minority youth remain controversial.  Use an IQ score as an alert to look for other information within the file that demonstrates the applicant’s general capabilities and adaptive functioning.
· Consider a previous hospitalization and/or episodes related to the mental health disability as an automatic disqualifier for the program.  Again, consider current stability and behaviors as well as the applicant’s overall history of stability and behavior management.
· Base an assumption of program suitability for an applicant based upon a mental health diagnosis alone.
Recommendations for Denial
There are only three reasons to recommend denial to Job Corps.  After reviewing health information, if the File Review Team (FRT) believes Job Corps is not an appropriate program for the applicant, the recommendation for denial MUST fall into ONE of the following three categories:
1. The applicant poses a direct threat to self or others that cannot be alleviated or reduced to an acceptable level with reasonable accommodation.  If the center is asserting the applicant poses a direct threat to self or others, then an individualized “direct threat assessment” must be conducted.  See PRH Chapter 2, Form 2-04.
2. The applicant’s health care needs are beyond what the Job Corps’ Health and Wellness program can provide as defined as basic health care needs in PRH Chapter 2, Exhibit 2-4 Job Corps Basic Health Care Responsibilities.  An individualized “health care needs assessment” must be completed.  See PRH Chapter 2, Form 2-05.
3. Center receives new information that the Admissions Counselor could not have known.  The information indicates that the applicant may not be eligible for enrollment based on one of the Job Corps Eligibility Requirements (ERs).  This reason for denial is limited in that the center must revisit the specific ER with the applicant, asking the exact questions delineated in PRH Chapter 1, Exhibit 1-1.  The FRT can only recommend denial based on new information if the applicant’s response to at least one of these questions indicates ineligibility. 
File Review FAQs
1. What if relevant information based on the ETA 6-53 is missing, such as an applicant indicates having ADHD and is currently receiving treatment, but there is no summary from the treating provider.
Ask the HWM or Admissions Counselor if there is additional information available from providers or the school system.  If not, or if this information cannot be obtained in a timely manner, then review file with information provided and contact the applicant to conduct a clinical assessment and ask about previous treatment.
2. What if the information in the file is more than two years old?
Ask the HWM or call the Admissions Counselor to see if there is more recent information available, including general behavior, accomplishments, or limitations.  You want some idea of how the applicant has been spending their time over the past two years.
If more recent information is not available conduct an interview with the applicant over the phone or in person and inquire about past two years.  Make the best decision based on the information you have.
3. Do I have to contact each applicant with a psychiatric diagnosis either on the phone or in person?
a. No, not for a clinical interview if after review of the file, the applicant’s condition appears stable, even though he/she may have had prior mental health treatment or behavioral problems.  However, your disability coordinator does need to convene a RAC with the applicant to discuss reasonable accommodations.  Once on center, the student you did not conduct a pre-arrival clinical interview with should be referred to you to see if there are any care management needs and to ensure that a RAC meeting was offered to the student.  If a RAC was not offered, provide a referral to the disability coordinator.

b. Yes, if there are any concerns about clinical stability or need for community resources. Document contact in the applicant’s file.  Also document if you have been unsuccessful in reaching applicant (even with admissions counselor assistance) and cannot complete the review process.  Document the date and time of each attempt to reach the applicant, contact with the admissions counselor and process as a withdrawal. See PRH Chapter 1, Form 1-07 for more guidance.
4. Can I conduct the applicant file review and Reasonable Accommodation Committee (RAC) interview at the same time?
The file review and RAC are separate tasks with different goals; however, the time frame may overlap.  The applicant file review is the process by which the center determines if the applicant is a direct threat to self or others and to evaluate the information contained in the folder to make a clinical recommendation about the stability of the applicant’s psychiatric disorder and Job Corps’ ability to meet health care needs.  The RAC, lead by the disability coordinator works with the applicant with a disability to determine reasonable accommodations/modifications needs.
5. What if I do not agree with a current provider’s assessment after conducting my own clinical interview with an applicant?
Contact the current provider and discuss applicant’s current status, provide information about the Job Corps’ mental health and wellness program, and discuss issues or questions from your interview.  Document the contact and summary of conversation on the Direct Threat or Health Care Needs Assessment in the file.
6. How do I decide if I should do a Direct Threat Assessment or a Health Care Needs Assessment?
Typically, if you are concerned about behaviors that pose an immediate (or imminent) safety concern (such as suicidal or homicidal behavior, impaired judgment, paranoid thinking, threat of assault), a Direct Threat Assessment is most appropriate.  If you believe a student has safety issues related to health needs (e.g., mood swings, impulsive behavior, poor diabetes control, etc.), but the threat is not imminent, then a Health Care Needs Assessment would likely be most appropriate.
