
Idaho Council on Children's Mental Health
REGIONAL AND LOCAL COUNCIL RECORDKEEPING AND COMMUNICATIONS
Recommendation:

That the ICCMH adopt protocols on recordkeeping and communication between the councils to clarify these issues.

SUBMITTED TO ICCMH:

December 17, 2002

APPROVAL DATE:


February 18, 2003

DECISION:  The ICCMH approved the following protocol for regional and local council record keeping and communications:
Local Councils


a)
Business meeting and minutes.
1)
These are business related meetings, discussing only how business is being done, needs of the Local Council, discussions on data collection and identification of needs in a general manner.  No child or family identifying information should be discussed at this meeting and no identifying references should be reflected in the business meeting minutes.  

2)
A copy of these minutes is to be forwarded to the Regional Council for their review.  

3)
The Chair of the Local Council will receive any ICCMH approved policies and protocols.  It is the responsibility of the Local Council Chair to provide copies to the Local Council members.  


b)
Staffing meetings.
1)
These are the one-on-one staffing meetings that take place with the child and family to identify needs and resources, develop the service plan and any requests for funding to the Regional Councils.  These meetings will result in the development of various records, including: individual child's service plan, release/consent forms for each child, specific records that may have been reviewed and considered by the council, and any other information that may be relevant to the staffing process. 

2)
These staffings are confidential.  No identifying information from these staffing meetings should be relayed outside the Local Council membership.  These files should be kept by a Local Council member in a locked file in a secure location.  

3)
Data Collection.  Data from the staffings should be collected in a non-identifying manner; i.e., how many children were staffed; how many staffings did each child have; how many days of school did the child miss; etc.  This will likely call for an assignment of some non-identifying code for each child, such as a number sequence.   Data collected will be relayed to the Regional Councils without any identifying information included. 

4)
Requests for funding.  A Request form will be developed for Local Council use in requesting funds for services for a child from the Regional Council.  This form will not contain any identifying information.  If the request is approved by the Regional Council, a copy of the approval will be sent to the Local Council.  The Local Council will then provide a copy of the request and approval to the Department of Health and Welfare Local Council member to take back to the Department for disbursement.  The release signed by the parent should include consent to release information to the Department in order to receive services.  Identifying information may be given to the Department to provide payment for services.  The Local Council needs to track the funds it expends and report to the Regional Council on any expenditures.  The tracking also should be done by the same non-identifying code.  
Regional Councils

a)
Scheduled meetings.  
The Regional Councils provide oversight to the Local Councils.  The Regional Council is the link between the Local Council and the ICCMH.  Information from the Local Councils to the ICCMH will be provided through the Regional Councils.  
Information from the ICCMH will be provided to the Local Councils through the Regional Councils.   There is to be a member from each Local Council on the Regional Council.  It is this representative's responsibility to gather information from the Regional Council and disseminate it to their Local Council members.  Regional Council meetings are open to the public, therefore no confidential information is to be discussed, reviewed or received by the Regional Council.  

b)
Oversight of Local Councils.  
Regional Councils are to collect minutes from the Local Council business meetings for review.  There should not be any identifying information in those minutes and if there is such information the Regional Chair is to have the minutes returned to the Local Council for the removal of the identifying information.  Regional Councils should receive data collected by the Local Councils.  There should not be any identifying information in the data collected.  Any identifying data must be redacted as soon as it is discovered.  The Regional Council will compile the Local Council data and provide a quarterly report on the data to the ICCMH.  

It is the responsibility of the Regional Chair to provide copies of all ICCMH approved policies and procedures to all members of the Regional Council.   All ICCMH approved policies and procedures are to be maintained in the notebooks that have been provided the Regional Chairs.  

c)
Minutes of Regional Council Meetings.
Regional Council meeting minutes will be sent to the ICCMH once approved.  The minutes will be sent to Lynn Richter in the Department of Health and Welfare to be placed on the ICCMH website.  Regional Council minutes must not contain any identifying or confidential information.  Minutes containing such information will be returned to the Regional Council for redaction of the confidential information and resubmission to the ICCMH.  
ICCMH


a)
Record Keeping.
The ICCMH will keep meeting minutes.  ICCMH meeting minutes will be posted on the ICCMH webpage and will not include any identifying or confidential information.   The ICCMH will post all approved policies and protocols on the webpage and provide copies to the chairs of all Regional and Local Councils for dissemination to the members of the councils.  


b)
Data Collection and Reports.
The ICCMH will receive the data collected by the Local Councils as compiled by the Regional Councils.  This information will be summarized in a quarterly report that will be provided to all Regional and Local Councils.  The report will not contain any confidential or identifying information.  


c)
Approval of Variations from These Protocols.
If a Regional or Local Council wants to conduct business in a manner that deviates from this protocol, the individual council must submit a proposal to the ICCMH requesting the ability to do so.  The proposal must clearly outline the manner in which the council wishes to conduct business and how the council can ensure that confidentiality is maintained if the proposal is accepted.
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