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OnlineTraining 1000 INTRO AND ORGANIZATION

@healplaylove.org 1010  Overview / Purpose of Manual

www.HealPlayLove.org 1015 Adding or Changing Policy
1020 Key

1020.1 Drug Medi-Cal Key
1030 Governing Law

1030.1 General

1030.2 HIPAA

1030.3 Laws and Ethics of Our Professional Licenses
1040 Fraud

1040.1 Whistleblower Act
1050 Required Public Postings

2000 WHO WE ARE
2005 Organizational Description
2005.1 Corporate Structure
2005.2 Ownership and Transfer
2005.3 Funding
2005.4 Conflict of Interest
2005.4a No Gift Policy
2010 Mission
2020 Vision
2030 Philosophy

Heal Play Love
UNIVERSITY



Family & Children's Counseling
Services, Inc. is a 501(c)(3)
non-profit organization that
strives to provide
compassionate, quality mental
and behavioral health services

and training programs to help

families heal, play and love.
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3000
3005

3010
3015
3020
3030
3035
3040

3050
3055
3060
3065
3070
3075
3080
3085
3090
3100
3110
3120
3130

3135

Values

2040.1 Core Values

2040.2 Tobacco Free

2040.3 Fragrance Free

Service Planning and Improvement
Outcomes

WHAT WE DO
Description of Services
3005.1 Treating Minors
Non-Discrimination and Eligibility for Services
Cultural and Family Values Awareness
Language
Co-Occurring Treatment
Responsive Treatment
Treatment Modalities and Provider Qualifications
3040.1 Outpatient Drug Free
3040.1a ODF Groups
3040.1b ODF Focus
3040.1c ODF Sign-In Sheet
3040.1d ODF Attendance
3040.2 Harm Reduction
Limits to Services
Residential and/or Psychiatric Referral
Crisis Referral
Hours of Operation
Severe Weather Closings
Company Holidays
Client Services
Screening
Information Necessary for Referrals or Screening
Developing a Waiting List
Resource & Referral
Assessment and Treatment Planning
Outpatient Counseling
3130.1 Individual Counseling Description
3131.2 Intensive Outpatient (I0OP)
3131.3 Telehealth
3131.4 Perinatal
Groups
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3140

3150

3160
3165
3170

3175

3180

3190
3200

4000
4010

4020

4030
4040
4050

Behavioral Health Case Management

3140.1 Qualifying for Behavioral Health Case Management Services
3140.2 Case Management Needs and Treatment Goals
3140.3 Case Manager Responsibilities

3140.4 Rehabilitation Groups

Peer Support Services

3150.1 Qualifying for Peer Support Services

3150.2 Peer Support Goals

3150.3 Peer Support Specialist Responsibilities
Outreach and Education

Supervised Visitation

EPIC Family Program

3170.1 EPIC Family Program Needs and Treatment Goals
PBIS Partners Program

3175.1 PBIS Partners Program Needs and Goals
3175.2 School-Based Family Counseling

3175.3 School-Based Family Counseling Goals
Intervention Theories

3180.1 Maslowian Structure

3180.2 Family Systems Orientation

3180.3 Trauma Informed Approach

3180.4 Eclectic

Targeted Length of Service

Program Equipment

FEES AND PAYMENT
Payment of Fees — Medi-Cal
4010.1 Drug Medi-Cal (DMC)
4010.2 Denial of Services for Medi-Cal (DMC)
4010.3 Appealing Drug- Medi-Cal (DMC) Denials
Payment of Fees
4020.1 Cash Pay [California Penal Code Section 524. Fee Schedules]
4020.2 Fees for Other Services
4020.3 Failed Electronic Transactions
4020.4 Disputed Transactions
4020.5 No Show / Late Cancellation Fee
4020.6 Termination for Nonpayment
4020.6a Termination for Nonpayment Procedures
4020.7 Past Due Collection
Reduced Fee/ Sliding Scale
Third Party Sponsorship
No Surprises Act [45 CFR § 149.610]
4050.1 Good Faith Estimate
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5000 TECHNOLOGY

5010 Electronic Communication
5010.1 Email and Texting
5010.2 Phone Protocol

5010.2a Phone Number Sharing

5010.3 Facsimile (Faxing)
5010.4 Audio and Video Recording
5010.5 Social Networking

5020 Online Documentation
5020.1 Electric Health Records System
5020.2 Equipment and System Maintenance
5020.3 Staff Responsibilities
5020.4 Assisted Technology

5022 Cybersecurity
5022.1 Authorized Use of Technology
5022.2 Passwords (many things, don’t give away, strength, etc.)
5022.2a Password Strength
5022.2b No Sharing Passwords
5022.3 Unsolicited email spam
5022.4 Downloads
5022.5 Bring Your Own Device
5025 Security Incident
5040 Quality of Care Protocols for Telehealth
5090 Disaster Recovery Preparedness
5100 Website Design and Maintenance
5100.1 Standards
5100.2 Outside Websites
5100.2a Allowed
5100.2b Disallowed
5100.3 Posted Online Notices
5100.3a Disclaimer
5100.3b Privacy Policy
5100.3c California consumer Privacy Act (CCPA)

6000 RECORDKEEPING
6010 Documentation and Storage
6010.1 ODF Records Storage
6020 Documentation Guidelines
6020.1 General Guidelines
6020.1a Compliance
6020.1b Additional Files
6020.1c Medical Necessity
6020.1d Not Eligible for Treatment
6020.1e Clinical Documentation Timelines



6020.2 Paper Files
6020.3 Electronic Files
6020.4 Information Blocking
6020.4a Exceptions
6020.4b Direct Access
6020.5 Content of Client Files
6020.6 Interpretive Summary
6020.7 Treatment Plan
6020.7a The Initial Plan Must Include:
6020.7b Medi-Cal Plans Must Include:
6020.8 The Updated Treatment Plan
6020.9 Progress Notes
6020.9a BHCM Progress Notes
6020.9b Drug Medi-Cal (DMC) Progress Notes
6020.10 Discharge Summary
6020.10a ODF Client Discharge
6020.10b ODF Discharge Summary
6030 Switching Modalities- Perinatal
6040 Switching Modalities- Intensive Outpatient

7000 CONFIDENTIALITYAND SAFEGUARDING
7010 Safeguarding of Personal Information
7010.1 Paper Files and Documents
7010.2 Client Numbers
7010.3 Third-Party Vendors
7010.4 Disposal of Documents
7020 Confidentiality / Health Insurance Portability and Accountability Act (HIPAA)
7020.1 HIPAA Training
7020.2 Business Associate Agreement (BAA)
7020.3 Client’s Receipt of HIPAA Notice
7020.4 Release of Information (ROI)
7020.5 Breaking Confidentiality
7020.6 Minimum Necessary
7020.7 Disclosure without Consent
7020.7a Notify Client
7020.7b Notify a Supervisor
7020.7c Responding to Orders and Requests from Police
7020.8 Breach of HIPAA
7020.8a Notifying Management of a Breach
7020.8b Notifying Current Client of a Breach
7020.8c Notifying Former Client of a PHI Breach
7030 Substance Abuse Disclosure
7030.1 Substance Use- General Law
7030.2 Substance Use Disclosure in an Emergency
7030.2a No Re-Disclosure
7060 Collecting Information from Others
7060.1 Client’s Family or Support System



Policy Number Title

7070 Obtaining Treatment History and/or Medical Information
7070.1 Coordination of Treatment
7070.1a Documenting Coordination of Treatment
7080 Client Access to and Correction of Personal Information
7080.1 Minor Client’s Access
7080.2 Client’s Financial Dues
7080.3 Request for Copies
7080.4 What Information Is Sought and Why
7080.5 Client Review of File
7080.6 Summary in Lieu of Access
7080.7 Properly Deny Access
7080.8 Client Correction of Information
7100 Determining Who Has the Right to Make Decisions
7100.1 Collaborating with Parents or Guardians
7100.2 Issues Related to Custody
7200 Sharing Information
7200.1 Sharing Information with Cooperative Family Members
7200.2 Sharing Information within a Conflictual Family System
7200.3 When One Parent Wishes to Control Information
7200.4 Court Ordered Treatment
7220 Itra-Agency Collaboration
7220.1 Primary Service Provider on a Collaborative Case
7230 Inter-Agency Collaboration and Referral
7240 Client Duplicate Charts

8000 WORKING WITH CLIENTS
8010 Assignment of New Clients
8020 Cancellations and Non-Participation
8020.1 No Initial Contact
8020.2 Cancellation Policy
8020.3 No Show Policy
8020.4 Non-Participation Policy
8030 Ineligible for Services / Referred Out
8100 Intake Procedures
8110 Client Welcome Folder
8110.1 Welcome Letter
8110.2 Emergency Numbers
8110.3 Client Rights to Outpatient Services
8110.4 HIPAA Notification
8110.5 Professional Disclosure Document or Statement of Professional Disclosure
8110.6 Grievance Policy
8110.7 Authorization for Use or Disclosure of Protected Health Information (PHI)
8110.8 Client Satisfaction Survey
8118.8 Additional Information
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8200 Client Intake File

8210
8220
8230

9000
9010
9020
9030

9035
9040
9050
9060
9070
9080
9090
9100
9110
9120
9130
9140
9150
9160
9165
9170
9180
9190
9200

8200.1 Referral / Request for Services
8200.2 Intake Questionnaire
8200.3 Basic Consents and Authorizations
8200.3a Age of Consent
8200.4 Acknowledgement of HIPAA / Privacy Practices
8200.5 Client Rights to Outpatient Services
8200.6 Authorization for Use or Disclosure of Protected Health Information (PHI),
8200.7 Professional Disclosure Document or Statement of Professional Disclosure

8200.8 Grievance Policy
8200.9 Treatment Advocate

8200.10 Confidentiality of Alcohol and Drug Abuse Patient Records

8200.11 Permission to Transport

8200.12 Consent to Audio/Video Recording

8200.13 Good Faith Estimate
Advance Directives
Terminating Clients
Follow Up

SAFETY

Risk Assessment

Emergency Action Plan

Office Safety

9030.1 Shredder Safety

Personal Issues Related to Office Safety
Critical Incident Reporting

Handling Client Complaints

Chemicals

Medication

Personal Safety

Safety During Home and Community Visits
Domestic Violence

Immediate Endangerment/ Risk of Harm
Handling Medical Emergencies

Crisis Diversion and/or Intervention
Zero Tolerance

Detoxification / OD

Threatening Individuals

Damage to Property

Hostage Situation

Office Lockdown

Missing Children

Universal Precautions
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9210

9220

9230
9240
9250
9260

9270
9280
9290
9300

A100
Al101
A102
A103
Al104
A105
A106
A107

P100
P110

P120

P125

Fire Safety
9210.1 Fire Extinguishers

9210.1a Location
9210.1b Condition
9210.1c Inspections
9210.1d Training

Emergency Exits

9220.1 Evacuation Route

Persons with Disabilities

Earthquake or Severe Weather Shelter

Weapons and Violence

Bomb Threat

9260.1 Threat by Mail or Text

9260.2 Threat by Phone

9260.3 Strange Object

9260.4 Bomb Threat Evacuation

In Office Alarm / Notification System

Family Notification System

Color Coded Warnings

Emergency Preparedness Kit

OFFICE POLICIES

Office Use

Office Maintenance

Loitering

Personal Use of Office and Equipment

Using Company Letterhead

Business Envelopes

Receiving Packages and Signing for Certified Mail

HUMAN RESOURCES
Non-Discrimination

P110.1 Equal Opportunity Employer (EOE)
Job Performance and Culture

P120.01 Employment at Will

P120.02 Probationary Period

P120.03 Expectations and Productivity

P120.04 Progressive Discipline

P120.05 Grounds for Immediate Termination
Pay

P125.1 Overtime

P125.2 Working Hours Not Approved

P125.3 Make Up Time

P125.4 Payroll Deductions

P125.5 Other Deductions
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P130

Meal Breaks and Rest Periods

P131 Timesheets

P140
P141

P145

P150

P160
P161
P165
P170

P180
P185
P190
P200

P131.1 Timesheet Fraud
P131.2 Working Hours Not Authorized
Expenses and Mileage
Electronic Stipend
P142.1 Business Purposes
P142.2 Fringe Benefit
P142.3 Based on Weekly Average
P142.4 Stipend Responsibilities
Benefits
P145.1 Full Time and Part Time
P145.2 Worker’s Compensation
P145.3 Paid Time Off (PTO)
P145.4 Retirement Plan with Company Matching
P145.5 Professional Development
P145.6 Clinical Supervision
Taking Leave
P150.01 Sick Leave
P150.02 Paid Family Leave (PFL)
P150.03 Personal Leave
P150.04 Bereavement Leave
P150.05 Military Leave
P150.06 Jury Duty
P150.07 Time Off for Proceedings [California Labor Code Section 230.2]
P150.08 Time to Vote
P150.09 School Leave
P150.10 Vacation
Rights
Employee Mobility
Required Employee Postings
Requirements for Employment / Contract Status/ Volunteers
P170.1 Background Check
P170.2 CPR and First Aid
P170.3 Professional Liability Insurance
P170.4 Current Driver’s License
P170.5 Good Driving Record
P170.6 Auto Insurance
P170.7 Automobile Condition
P170.8 Use of Car Seats and Seat Belts
P170.9 No Cell Phone While Driving
P170.10 Training
Suggestions for Employment / Contract Status
Volunteers
Standards of Ethics
Duty to Warn
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P210
P215
P220
P230
P235
P240
P250

P255

P260
P265
P270
P275
P280
P290
P300
P310
P320
P330
P340
P345

Child Abuse Reporting
Elder and Dependent Adult Abuse Reporting
Employee Grievance Policy
New Hire Orientation
Receipt of Keys
Billing and Payments
Required In-Service Training
P250.1 Professional Development
Clinical Supervision
P255.1 Performance Review
Staff Meetings
Clinical Privilege
Office Attire
Office Decoration
Office Shutdown
Harassment and Grievance Procedure
Non-retaliation
FCCS is a drug free workplace.
Failure to Comply
Testing
Assistance
Employment Verification, References, and Inquiries
9345.1 Calls Regarding Staff
9345.2 Third Party Reference Requests
P345.3 Non-authorized Staff
P345.4 Release of Information is Not Required
P345.5 Signed Release
P345.6 Information Provided
P345.7 Information that May Not Be Provided
P345.8 Requests for Proof of Income

P350 Exiting Procedures

P350.1 Termination Policy

P351 Attendance and Job Abandonment

P351.1 Replacement Tasks in Lieu of Lost Time

P352 Employee Appreciation

H100 VOLUNTEERS
H110 Volunteer Opportunities

H110.1 Student Volunteers
H110.2 Community Volunteers

H120 Structured System
H130 Application Process
H140 Interaction with Clients
H150 Use of Facility

H160 Resignation

H170 Dismissal



