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Adolescent Parent Assessment and Service Plan
The Adolescent Parent Assessment and Service Plan is designed for use with teen parent(s) who have minor children of their own.  It gathers information relative to both the mother and father of the infant, and is completed within 30 days of opening a workgroup to provide case management services.
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[image: image2.wmf]To open a new Adolescent Parent Plan:
1. Right-click on the Service Plans folder and select New State Service Plan.
2. Click on the Document template menu and select Adolescent Parent Plan.  
3. The Setup tab of the Adolescent Parent Plan displays.  

Information on a Setup tab must be selected from each field’s drop-down menu; it cannot be typed into any Setup tab field.  If the desired information is not available, it must be entered in the corresponding Tree View folder.  Once saved, it is available from the Setup tab.  
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Hint: Yellow triangles [image: image4.png]


 indicate required fields in order to save the plan to access the Document tab.  It is Best Practice to complete all fields as are applicable.   Blue underlined text indicates a hyperlink; clicking on it takes you to the Tree View folder where information for this field may be entered or updated.  These fields are enabled until the plan is made Active.  

[image: image5.wmf]To complete the Setup tab of the Adolescent Parent Plan:

1. Enter a date in the Review date field.
2. Select yes or no to display the Language block.
3. Enter a date in the Effective from and Effective to date fields.
4. Select the name of the adolescent mother in the A Mother Participant field.  Select the mother’s address in the corresponding Address field, and select any applicable E-mail address and Phone numbers in the corresponding checkboxes. 

5. Select the name of the adolescent father in the B Father Participant field.  Select the father’s address in the corresponding Address field, and select any applicable E-mail address and Phone numbers in the corresponding checkboxes. 

6. Select the name of the baby in the checkbox displaying beneath the C Infant section.
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Hint: The baby’s name will not display beneath the C Infant section unless the baby has been entered as a client beneath the Participants folder, and a relationship between the identified minor mother and the baby has been entered in the Relationships folder.  
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Hint: The father’s information is not required on the Setup tab. Ensure that the primary caseworker’s name is reflected in the Staff field.  An office telephone number for the identified Worker auto-fills in the Phone field if a number has been associated to the caseworker in SSIS Admin.  
Setup Tab – Save – Document Tab
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7. Click Save and click the Document tab.

If the required tabs on the Setup tab are incomplete, the Document tab is not accessible.  Ideally, all (applicable) fields on the Adolescent Parent Plan should be completed.  
Adolescent Parent Plan Document Tab – Title Page Node and Screen
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[image: image10.wmf]To complete the Title Page section of the Document tab:

1. Review the Title Page screen to ensure that the merge fields are accurate.
2. Indicate the Custodial Parent by clicking the checkbox beneath either the Adolescent Mother’s Information or the Adolescent Father’s Information section. 
Document Tab – Title Page - Infants Information Section
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3. The Infant’s Information section is designated for the newborn baby.  Children displaying in this grid should be no older than age one.  If either minor parent has older children, their names should not be reflected in this grid.  The Adolescent Parent Plan is designated only for the newborn infant(s) born to the minor parent(s).  

4. Indicate the Health status at birth for the baby in the corresponding Editor box.  Click Complete.
5. Enter the names and contact information for any Supportive Adults to the minor parent on the corresponding screen, and any additional information in the Editor box.  Click Complete.
6. On the Health Care screen enter Providers and indicate in the Regarding field whether the provider is specific to the mother or baby.  Include Phone, Email, Address, Appointment, and any Medical Concerns information in the grid. Click Complete.
Document Tab – Navigation Bar – Assessment Interview Section
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4. On the Housing screen answer the questions regarding living arrangements in the Editor boxes.  Click Complete.
5. Indicate the custodial parent’s sources of financial support on the Financial Support screen’s checkboxes.  Enter the Name, Phone, and Email of the Financial Worker, and answer the associated financial questions in the Editor boxes.  Click Complete.

6. Answer questions on the next four screens regarding the Mother’s Employment and Education as well as the Father’s Employment and Education.  Click Complete at the bottom of each screen.  

7. Answer questions regarding Parenting Education and Child Care in the corresponding Editor boxes.  Click Complete.

8. Answer questions regarding Transportation in the corresponding Editor boxes.  Click Complete.

9. Indicate whether the infant has had a Checkup on the Health and Insurance screen, and answer related birth control and health insurance questions in the Editor boxes.  Click Complete.
10. Indicate any help being provided by family, friends, or other professionals in the Editor boxes on the Support screen.  Click Complete.

11. On the Additional Support Needs screen, click in the corresponding checkboxes if there are indications of alcohol or substance abuse, domestic violence, Order for Protection, delinquency, probation, or related court involvement by the minor parent.  Click Complete.

12. Enter any other discussion or questions during the interview with the minor parent in the Editor boxes on the Visit Summary screen.  Click Complete.  

Document Tab – Service Plan Screen
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[image: image14.wmf]To complete the Service Plan and Signature sections of the Document tab:

1. Answer the questions regarding educational goals in the Service Plan screen’s Editor boxes.  
2. Review the list of 20 items on the Service Plans screen with the minor parent, and for each topic area of interest select High, Medium, or Low in the corresponding drop-down menus.  

3. Enter any Other priorities not listed above, and/or any and Referrals made in the corresponding Editor boxes.  Click Complete.

4. Enter the names of the required signers (minimally, the minor parent and the caseworker) in the text fields on the Signature Setup screen.  Note that on this screen the Complete checkbox is already selected.  

5. Click Save.  

Once the plan is complete in SSIS, and ideally – after required signatures are obtained – the status field on the Setup tab should be changed from Draft to Active.  An Active service plan is not editable, and indicates that this is the current service plan with the family.  
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Hint: Click Alternate Print Format on the Document tab to print the plan without page breaks between text.
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Hint: To print the complete Independent Living Plan:

Document Tab + Print                         Document Node in Tree View + Print
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Right-click on either the Document tab or Document node in the Tree View and select Print to print the complete IL Plan.  Once signatures are obtained, return to the Setup tab of the IL Plan and change the Status field from Draft to Active and click Save.  

�To complete the Assessment Interview section   


         of the Document tab:


Answer the questions on the Parenting Plan screen in the Editor boxes. Click Complete.


Indicate Yes or No in the menu boxes regarding Public Health and parenting classes on the Parenting Information and Support screen.     Click Complete.


Indicate Yes or No regarding whether the father of the baby is involved on the Paternity screen.  Note the hyperlinks that display regarding paternity information.  Click Complete. 
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