CMHC Task and Frequency Chart

CENTER MENTAL HEALTH CONSULTANT (CMHC) TASK AND FREQUENCY CHART

The general emphasis of the Mental Health and Wellness Program (MHWP) is on the early identification and diagnosis of mental health problems; basic mental health care; and mental health promotion, prevention, and education designed to help students overcome barriers to employability.  This chart outlines the specific CMHC tasks and frequency to assist in developing a comprehensive MHWP that meets Policy and Requirements Handbook (PRH) requirements. It also provides guidance on how to document each task. 

	MENTAL HEALTH TASK
	FREQUENCY OF TASK
	HOW TO DOCUMENT

	Assessment

	Applicant File Reviews
	As needed
	Make notation in the applicant file on progress note that file was reviewed

	Participation in Reasonable Accommodation Committee (RAC)
	Weekly or as needed
	Ensure your name is included on RAC forms as participant

	Direct Threat and Health Care Needs Assessments
	As needed
	N/A

	Review of Social Intake Forms (SIFs) from counselors
	Must complete within one week of every new student input group
	Sign and date the last sheet of SIF

	Mental health intakes and assessments 
	Everyday CMHC is on center (per referrals)
	Use Mental Health Intake Form on the Health and Wellness website

	Medical separations/Medical separations with reinstatement rights (MSWR) (When center is unable to meet health care needs of students)

Provide justification for MSWR, requirements to return, and referrals
	As needed
	Place justification note and requirements to return in student health record (SHR) under mental health (MH) section

Provide health and wellness manager (HWM) with separation diagnosis using Job Corps SPAMIS codes

Include requirements to return in MSWR letter prepared by HWM 

Make sure student is provided with referrals in home community for services

	Mental Health Promotion and Education

	Presentation to new students during Career Preparation Period (CPP) which includes an overview of the MHWP and how students should respond to a crisis on center
	Weekly for new student input groups
	Make binder with title “MH Promotion and Education” and place CPP presentation outline as well as day and time presentation is conducted

	Center-wide mental health promotion activity
	Annually
	Place flyers or other information regarding activity in binder

	Clinical consultation with center director, management staff, and HWM regarding mental health-related promotion and education efforts for students and staff

· Assist HR with adolescent growth and development training for staff
	Monthly


Quarterly or as determined by center
	Place information on any student or staff trainings in binder; this could be copy of PowerPoint or simply the title, date, and time of trainings provided

	Coordination with other departments/programs on center to develop integrated promotion and education services

· Special activities or trainings with HEALs, SGA, instructors or residential staff
	Quarterly or as determined by center
	Place in binder the titles and dates of any special meetings, activities, or trainings with other departments

	Treatment

	Short-term treatment with check-ins as needed
	Weekly, bi-weekly, or as needed
	Use Mental Health Progress Note on the Health and Wellness website OR chart in the SHR under MH section using SOAP or BIRP format

	Collaboration/consultation with TEAP
	Weekly, bi-weekly, or monthly
	Document in SHR for individual student consult

Maintain brief minutes from meetings in a folder titled “TEAP Collaboration” OR include TEAP specialist in the case management meeting with counselors and document their participation

	Psychotropic medication monitoring in collaboration with center physician and HWM
	Monthly 
	Participate in medication monthly meeting with HWM and center physician and ensure name is included as participant on the Medication Review, Rationale, and Monthly Case Conference Form on the Health and Wellness website

Chart medication check-ins with students in MH section of SHR; use Mental Health Progress Note on the Health and Wellness website

	Psychoeducational group support with counseling department
	Weekly, bi-weekly or as needed
	Verbal report

	Interaction, information exchange with counselors through a case management meeting
	Weekly or bi-weekly
	Use Mental Health Feedback and Case Management Form on the Health and Wellness website

	Referrals to on center support groups conducted by counselors
	As needed
	Use Mental Health Feedback and Case Management Form on the Health and Wellness website

	Crisis management
	As needed
	In SHR under MH section

	Referrals to off-center services
	As needed
	Use Off Center Appointment 
Verification Form on the Health and Wellness website

	Develop community relationships for long-term and/or specialized mental health treatment
	As needed
	Verbal report, unless a MOU is established by the center

	Referral and feedback documentation
	With each new student referred
	Use Referral Request Form for Mental Health Service with Feedback on the Health and Wellness website

	Other Requirements

	HIV management assistance
	As needed
	In SHR under Medical or MH section

	Meeting with Center Director
	Monthly
	Maintain folder or binder with minutes from meetings with Center Director

	Review and update Health Care Guidelines and Center/Standard Operating Procedures
	Annually
	Maintain recent documents in binders titled “Health Care Guidelines” and “SOPs/COPs”

HWM should have binders

	Child and elder abuse reporting
	As reported or upon reasonable suspicion
	In SHR under MH section

	SHR charting
	Everyday CMHC is on center
	In SHR make notation on chronological progress note “See CMHC Note” and then chart In SHR under MH section

	Review and update credentials, as applicable
	Annually or before expiration
	Provide to HWM to place in Credentials Folder

	Additional Suggested Activities

	Open appointment hours for unscheduled students
	Weekly, bi-weekly, or as schedule allows  
	N/A

	Promoting mental health and updating free materials from SAMHSA, NIMH, etc. (e.g., posters and flyers)
	As needed
	Order materials and place in health and wellness center (HWC) and other departments

	Visibility on center (e.g., walking around center where students can see you, eating in the cafeteria, attending special events)
	As schedule allows
	N/A

	Attend regional conference calls  
	Monthly 
	N/A

	Develop and monitor intern/extern program, if applicable
	Weekly supervision or as needed
	N/A

	Attend conferences, teleconferences, webinars 
	As directed by the Center Director and Regional Office
	N/A

	Consult with Department of Vocational Rehabilitation
	As needed 
	N/A
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