PERSON-CENTERED PLANNING PROCESS CHECKLIST

This Checklist is to assist in assuring that all aspects of Person-Centered Planning are completed.  .

Activities typically done PRIOR to the pre-planning meeting:

· Check the status of the Financial Assessment (Ability To Pay – ATP)

· If this is a New PCP, click on the  “Start Planning” link in Encompass

· Contact parties to arrange pre-planning meetings
· Contact/consult with any probable or existing service provider (EHS, Supported Employment, Bayside, SVRC, etc)
· Create and complete the “Annual Review” to create the next PCP Header in Encompass. 

NOTE: this function is required in order to start the next PCP, however, as an option, Encompass documents can be created after meetings are held. 

Activities typically done AT the pre-planning meeting:

· Provide information on Independent Facilitator

· Provide information on Self-Determination 

· Assess efficacy of Outcomes per the Annual Review

· Compile Pre-Planning information

· Give consumer Person-Centered Planning brochure

· Update the “Annual Assessment” information

· If the consumer does not receive medical services from SCCMHA, or reports significant health status change, complete a hard-copy Health Care Assessment or Encompass Personal Health Review, and do a Health Care Integration Form.  

Activities typically done AFTER the pre-planning meeting but PRIOR to the planning meeting:

· Create and complete the  “Annual Assessment” in Encompass.
· Create and complete the “Pre-Plan” form in Encompass (may need to create and complete an “Annual Review” to create a new PCP Header in order to create the Pre-planning Form.
· As needed or applicable, consult with service provider(s) and request service assessment(s) 
· Invite parties per requests by the consumer
· If applicable, confer with the guardian, significant others regarding the plan 
· Review Health Care Integration form and send updates - along with any health care documents - to the Primary Care Physician
· As applicable, create and prepare  PCP Documents
· Signature Page
· Documentation pages
· Outcome pages
· Releases
· Consent Forms
· ATP
Activities typically done AT the planning meeting:

· Obtain outcomes and documentation 
· Complete Crisis Plan
Obtain signatures for the following forms:
· Signature Page
· Documentation pages
· Outcome pages
· Releases
· Universal Consent Form
· ATP
Provide to consumer:
· Appeals & Grievance brochure & letter
· Recipient Rights brochure (if they choose)
· Consumer Handbook (if they choose)
· Pertinent service handouts 
Activities typically done AFTER the planning meeting:

· Confer with Independent Facilitator
· Confer and notify service providers of plan implementation
· Complete plan and forms in Encompass
· Provide copy of plan to consumer (must be within 15 days of the plan), note in EHR
· Provide copy of plan to guardian
· Provide copy of documents to applicable Residential Setting 
· PCP Signature page/ if no access to the Electronic Health Record – copy PCP and Assessment
· Copy of Universal Consent
· Send copy of plan to other providers without access to the EHR
· Create service authorizations
· Assure applicable in-service of providers occurs within 2 weeks of the planning meeting
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