JOB DESCRIPTION / EVALUATION
TITLE:  Access Care Manager I DEPARTMENT: Utilization Management NAME: 
SUMMARY OF JOB: The access care manager I is responsible for ensuring that service request from prospective clients and other stakeholders are assessed, with resultant disposition, within required term frames. The intent is to ensure that access to mental health and substance abuse services is done quickly and in a user-friendly manner, with practical assistance and information provided along the way. Services may be provided on a routine, urgent, or emergent basis, with short term crisis stabilization services provided as needed. To provide emergency service and follow-up. 
Essential Job Functions: 
· Effective verbal and written communication skills with both internal and external contacts.

· Some knowledge of Evidenced-Based Practices and the Diagnostic Statistical Manual.

· Have the ability to relate to, empathize with, and show compassion for a diverse population and a variety of personalities. 

· Able to work within a team environment.

· Able to problem solve.
· Protect Heath/Information, Clinical/Staff Professional 

· Maintain Drivers Eligibility  

· Maintains Education/training required
Specific Job Functions:
· Is culturally competent, recovery-based practices
· Is competent in trauma informed care
· Being able to think quickly and act appropriately in emergency situations 
· Function under intense time pressure
· Knowledge of community resources

· Expresses a welcoming attitude towards all customers, especially those with co-occurring substance abuse disorders
· Provide coordination between inpatient and outpatient service
· Provide short-term case management needs. 

· Knowledge of adult psychiatric disorders

· Knowledge of basic counseling and psychotherapy techniques

Physical Requirements: 
Able to stoop, bend, lift and may occasionally require light lifting up to 25 pounds 
Manual and digital dexterity needed to complete case notes, operate a telephone, keyboard, etc.
Able to work in high stress/pressure environment with productivity standards expectations.  

Possible exposure to infectious disease processes. 
	Job Duties
	Successful
	Needs Improvement
	Comments

	Conducts request for services, which follows sound clinical practice and the agency format, on persons seeking services from CMH
	
	
	

	Administer and scores additional assessments and prepares reports when needed
	
	
	

	Coordinates with other staff as needed, including medical, non-medical and support staff
	
	
	

	Will provide emergency crisis interventions for clients as needed via phone and/or in person
	
	
	

	Provides daytime emergency on-call duties as scheduled on a mandatory basis
	
	
	

	Provides after hours emergency on –call duty as scheduled. OPTIONAL  
	
	
	

	Provides pre-admission screenings and emergency response in a timely manner. This is operationally defined by the Mental Health code: 3 hours from request to disposition for pre-admission screening in the absence of police custody and 2 hours if the person is presented in police custody. 
	
	
	

	Conducts accurate assessment of mental status, risk of harm to self or others and available supports.  
	
	
	

	Coordinates activities with all involved parties, such as ER personnel, police, jails staff, probate court, DHHS, schools, family members, etc. This includes coordination with and receiving authorizations from private HMO’s  
	
	
	

	Arrives at a clinically appropriate disposition based on DCH criteria for inpatient referral and standards of good practice for alternative services. 
	
	
	

	Arranges inpatient placement as warranted, including initial authorization for person who are indigent or covered by Medicaid  
	
	
	

	Ensures the process and documentation for involuntary hospitalization, conform to the Mental health Code, including initial commitment and return to the hospital under an ATO.
	
	
	

	Arranges crisis residential placement as warranted. 
	
	
	

	Provides appropriate referral to resources available.  
	
	
	

	Provides advocacy to encourage the customer’s inclusion in community life and nondiscriminatory practices with respect to developmental disabilities 
	
	
	

	Ensures the disposition is consistent with the person’s insurance.
	
	
	

	Provides client/family information and education about mental health services
	
	
	

	Provides information and referral regarding other human services available through other agencies (e.g. through a FQHC, in the private sector)  
	
	
	

	Follows Company’s Code of Ethics, Corporate compliance guidelines, standards of business code of conduct and company policies, (such as attendance, punctuality dress code and work ethic)
	
	
	

	Protects client’s rights by maintaining confidentially and reporting complaints, instances of suspected abuse, neglect, or misappropriation of property.
	
	
	

	Attends and participates in staff development function (such as required training and in-services)
	
	
	

	Completes annual training log by August 1 of fiscal year.
	
	
	

	Reads and answers e-mail promptly. Listens and responds to voice mail within 24 hours of receiving the messages, unless on leave. 
	
	
	

	(Possible future duty depending on licensure) Complete record reviews and utilization management review on an ongoing basis. Additionally, provides recommendations for on ongoing services 
	
	
	

	Other job-related duties as assigned. These duties may include any assignment that provides for the efficient function of the department.
	
	
	


REPORTING STRUCTURE: Director of Utilization Management and Access/Emergency Services

RESPONSIBLE FOR:  N/A 
QUALIFICATIONS/EDUCATION: Minimum, Licensed bachelor’s degree or RN and 1-2 years of job-related experience.  Preferred licensed master’s degree and 3-4 years of experienced preferred. 
GOALS:  Were goals from the last evaluation met?  If not, explain: 

GOALS:

1.

2. 

3.

6 MONTH HIRE  FORMCHECKBOX 
         6 MONTH TRANSFER  FORMCHECKBOX 
        ANNUAL  FORMCHECKBOX 
     EVALUATION PERIOD__________

CAN YOU STILL PERFORM THE DUTIES OF

THE POSITION THAT YOU HOLD, WITH OR WITHOUT ACCOMMODATION?    FORMCHECKBOX 
 YES    FORMCHECKBOX 
 NO
EVALUATOR COMMENTS: 

EMPLOYEE COMMENTS:                                                                         NO COMMENTS/INITIALS     FORMCHECKBOX 
______                _____________________________________________________________________________________________

_____________________________________________________________________________________________

EMPLOYEE SIGNATURE:  _______________________________________    DATE:  ___________________________

EVALUATOR SIGNATURE:  ______________________________________     DATE: ___________________________

NAME:  _________________________________________      EMPLOYEE #_____________
STATUS:  Exempt  FORMCHECKBOX 
     Nonexempt  FORMCHECKBOX 
     


I HAVE RECEIVED A COPY OF THE Access Care Manager Job description  
EMPLOYEE SIGNATURE:  _________________________​​​​​___________      DATE:  ___________________________

SUPERVISOR SIGNATURE:  _________________________​​​​​___________   DATE:  _______________________

