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Welcome to Pasadena Mental Health Center!

This manual is intended to give you the tools you will need to be successful as an Intern/Trainee/Practicum student here at Pasadena Mental Health Center.  We are happy to be part of your learning and clinical experience while you continue your graduate studies.

A Little History...

Pasadena Mental Health Center - PMHC - has provided low and no cost mental health and social services to adults, children and families since it was founded in 1965 by a group of mental health professionals and concerned community leaders who had a vision and acted upon it.  They envisioned a group of volunteers making a difference in the community by providing mental health services in an innovative and non-threatening way.  Paraprofessional volunteers received 52 weeks of nationally-recognized training in order to provide crisis intervention and counseling.  

In 1999, PMHC expanded its tradition of training and began a clinical intern training program, thereby providing succeeding generations of therapists with practical experience in the counseling field.  We have grown from four interns representing three local universities to 33 interns in 2007 from 11 different university programs.  

The Center today

The Center is fully staffed by graduate students and post-graduates in Psychology and Clinical Social Work, representing the major colleges and universities in the greater Los Angeles area.  Clinical Supervision is conducted by experienced licensed clinicians.

Our clients are primarily the working poor - those without any form of mental health insurance - in the Pasadena and Altadena area.  Services are provided on a sliding fee basis and most clients enter treatment  for mental health needs related to life cycle issues including birth and death; aging; marriage; divorce; parenting; intergenerational conflicts; and adult, child and family relations.  The Center does not serve clients with severe mental illness and those who require hospitalization or medication management.

The Center is open from 9:00 a.m. to 9:00 p.m. Monday through Friday and Saturdays from 9 a.m. to 5 p.m.  

In January of 2007, PMHC affiliated with Five Acres, a child and family services agency that strengthens families and prevents child abuse through treatment and education in community-based and residential programs.  Originally founded as an orphanage in 1888, today Five Acres offers an array of services including residential care and education, mental health services in homes and schools, foster care and adoptions, and domestic violence prevention.
All internships for both agencies are now assigned out of PMHC and interns have access to a variety of clinical experiences in addition to PMHC's Center-based services.  These include:


Family-centered Programs

Foster Care

Community-Based Programs

Domestic Violence


Family Preservation Network

Residential and Group Home Treatment Services


Deaf Services



Pasadena Homeless Prevention Program
All students will receive at least a portion of their hours of experience at the Center even when assigned to other programs within Five Acres.

Who's Who

David Swanson-Hollinger, MSW, MPH

Executive Director


Arthea J. Larson, M.A., LMFT


Program Director

Eden Garcia-Balis, M.S., LMFT


Clinical Coordinator of Intern Training

Sally Mansour, LMFT



Clinic Director

Lambers Fisher, M.A.



First Offender Program Coordinator
Stephanie Alston



Administrative...

Gabriela Martinez





Grace Saune-Hunter



Night and weekend Receptionist
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David Swanson-Hollinger as Executive Director is responsible for 




board development and raising money.  He is also Director of 





Program Development for Five Acres.






Go to David for...
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Arthea J. Larson is the Program Director.  She is also the Director 
of Training and Staff Development for Five Acres and therefore splits 
her time between the two agencies.  She loves program development, 
data, forms and is always designing tracking systems and outcome 
measurement.  Her clinical specialty is children and adolescents along
with cognitive behavior therapy.  
You can go to Arthea for questions about documentation, computers, 
how things are run at the Center, resources to assist you in your clinical 
work with clients.  She can link you to the Five Acres Training Library 
which is well-stocked with books, videos, therapeutic games and other 
materials you may find useful.  If your client is a child or adolescent, she 
is also good for treatment ideas.
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Sally Mansour also splits her time between PMHC 
and Five Acres where she is a program supervisor of Community-Based Programs.  Sally's role is to provide 






support and direction for the Center's clinic services.






Sally conducts some individual and group supervision







for students and is here primarily on Tuesdays.  She is






the liaison for the school-based services program at Five 






Acres, one of the programs that PMHC interns may work 





with.







Go to Sally for clinical questions regarding your clients 






when you either can't reach your clinical supervisor or just






need to run something by a licensed clinician when she's in






the office.
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Eden Garcia-Balis is the Clinical Coordinator of Intern 
Training.  She is the person who chooses the interns, orients

them, monitors their placement at the Center, assigns cases, 
coordinates transfers  and answers a multitude of questions on a 
daily basis.  Eden is at the Center Wednesdays through Fridays.

Go to Eden for just about everything, both programmatic and
clinical.  She is bilingual, so you can consult with her when
translation issues arise.
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Lambers Fisher oversees the First Offender program and is 





the liaison between PMHC and the Pasadena Police 






Department.  He also is a therapist at the Center.  Lambers






works Tuesdays, Thursdays and Fridays.
Go to Lambers for all things related to the First Offender program.  He’s also a great resource for questions about how things operate at the Center, where things can be found, etc.
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Stephanie Alston is our Office Manager

Go to Stephanie for...

Gabriela Martinez, or "Gabby" as she is better known, makes
sure the office runs smoothly.  Besides answering phone, taking

messages and greeting clients, Gabby is in charge of the scheduling 
book and making new client charts,  

Go to Gabby for questions about forms, procedures, and booking
rooms for your sessions, Gabby is bilingual, so if you need any help 
in that area, she's someone who can help you.


Grace Sunter-Haune is our night and Saturdays receptionist.  She answers phones, takes messages and greets clients.  She is responsible for keeping
the forms filing cabinet stocked.






Go to Grace if there is a form that you are looking for.

…and our excellent Clinical Supervisors include

Donald Bosch, Ph.D.

Mona Kumar, Ph.D.

Nicole Shannon, LCSW

Janet Chunn, LCSW

Gail Libman, MFT

George Wagner, LCSW

Elizabeth Eilers, MFT

Jennifer Sandoval, Psy.D.

Everyone at PMHC will be glad to help you if they can, but people have

designated job responsibilities and hopefully this will make it easier for you to know 

where to get your questions answered in the quickest way possible.

Basic Expectations
Training

At the beginning of your internship/traineeship, you are required to attend a 3-day orientation training.  Thereafter, all students are required to attend weekly seminars / case consultations held at the Center.  Trainings are offered September through June and are offered twice each week.  Students can choose to attend the one which best fits his/her schedule:


Wednesdays
12:00 - 1:30


Fridays

10:00 - 11:30

Students may not schedule clients during their training times.

Students must attend at least 80% of trainings in order to meet minimum expectations of the internship.  Be sure to sign in whenever you attend a training.  Attendance rates will be reflected in performance evaluations.
Client Caseloads

Each therapist is required to have a minimum of seven on-going clients and be available at least 12 hours per week.  The client caseload may be made up of clients both at the Center and at other Five Acres' programs in order to fulfill this expectation.
The therapist is responsible for filling out a pink THERAPIST AVAILABILITY FORM and placing it in the Clinical Coordinator's box when you are in need of new clients.  This form verifies your current open times to have new clients scheduled as well as confirming your intake hour at the agency.

Telephone Intake

Each therapist is responsible for providing one hour per week to do telephone intake assessments for callers who are seeking services.  

Pasadena Homeless Prevention Program

Each therapist is required to provide 16 hours (four half-days) of mental health services at the PMHC booth at the Supplemental Resource Center, part of the Pasadena Homeless Prevention Program.  This drop-in center is held the first and last Wednesday of each month; interns/trainees may conduct intake assessments, referrals and support groups.  Therapists are expected to sign up in advance for their days by the x of s.
Supervision

Each therapist will be assigned a clinical supervisor and will meet weekly with him/her in either individual or group supervision.  Some interns may receive both individual and group supervision. When an intern is assigned to more than one site, he/she may have additional clinical supervisors and/or group supervision for each setting.
You must attend 80% of your weekly supervision sessions with your clinical supervisor.  If you are unable to keep a supervision appointment, you must notify your supervisor at least 24 hours ahead of time.  While your supervisor is on vacation, you are responsible for arranging supervision with either the Clinic Director, the Clinical Coordinator of Intern Training, or another qualified supervisor during your supervisor's absence.
Professionalism
PMHC considers the presentation of the staff to be extremely important.  It is expected that all students will observe high standards in their personal presentation.  While PMHC has no formal dress code, it is expected that all students dress in a professional manner consistent with good hygiene, safety and taking into consideration the clients with whom they work.

Vacations and Other Absences
Due to the disruption long absences create in the client-therapist relationship, we ask that you do not take more than two weeks off at any given time.  If you will be away from your internship for any reason, you are required to give your clients at least two weeks notice and fill out a  REQUEST FOR VACATION / LEAVE OF ABSENCE form at least two weeks prior to your absence.  This form should be submitted to the Clinical Coordinator for approval and a copy given to your clinical supervisor(s).  Vacation requests will be granted on a case-by-case basis and coverage for clients will be the responsibility of the intern.  
If you are going to be on vacation or absent and your client appointments will be cancelled, be sure to update the Appointment Book in the front office ahead of time.    This will ensure that the room is available while you are gone for someone else's session.

Student Therapist Contract

See attached form on following page.  Please sign and return to the Clinical Coordinator.
Client Intake
Telephone Intakes

Each therapist is responsible for providing one hour per week to do telephone intake assessments for callers who are seeking services.  You will sign up in advance for a slot each week.  When you arrive for your telephone time, please sign the book in the front office and make sure "In" is beside your name on the board so that support staff are aware of your intake time.  See protocol "Telephone Assessment and Intake" at the back of the manual for guidelines on how to conduct these intakes.
A blue TELEPHONE INTAKE SHEET will be completed for each person who calls the agency seeking treatment by the therapist covering intake at the time of the call.  You must speak directly with the person  who is wanting treatment (e.g., a wife cannot call for her husband).  The only exception to this is if a parent is calling for a minor.  Be sure to get all times the caller is available for an appointment.  Also, be sure to get times that the client will be available to receive a return call from their assigned counselor.  Once completed, place the intake sheet in the Office Manager's box.
If the therapist determines that the caller would be an appropriate client for the agency during the course of the call, s/he should let the caller know that they will be contacted within 1 week maximum by their assigned counselor to schedule an appointment.  

If the therapist is not sure whether or not the client is appropriate for the agency, let the caller know that you will have to check and see whether we have treatment that will meet his/her needs and will get back to them.  Discuss any uncertainly with the Clinical Coordinator.
Being Assigned a Client

Clients who meet criteria for services will be assigned to a therapist by the Clinical Coordinator. Clients are assigned based on:

· the time availability of the therapist 
· providing a variety of different presenting problems and modalities to each student
· the stated interest of student
· the language needs of client 
· the number of clients needed to meet the student's contract with PMHC and his/her university

The approved client's intake form will be placed in the therapist's mailbox.  The therapist is expected to call the client to schedule the initial appointment within 1 week of being assigned the case.  If the client is unable to be reached by phone after one week, place the intake form back in the Clinical Coordinator's box and note the times and dates you attempted to contact the client and another case will be assigned to you.
Note: If you are scheduling a child or family case, you must schedule the parent (or both parents if possible) alone for at least the first session.  Let the parent know that the therapist must first meet with them to get background information and conduct an assessment that together they will decide how to structure the treatment from there.
Clients Who Do Not Meet Criteria for Services

In general, treatment areas which are not appropriate for the agency include:

· chronic mental illness

· severe substance abuse

· perpetrator of battering/violence

· court-ordered counseling (with the exception of parenting classes)

· actively suicidal or imminent crisis

· specialized treatment issues such as specific sexual disorder

· callers whose monthly income exceeds the low-to-moderate income level

The therapist who completed the telephone intake will make any appropriate referrals based on the caller's needs.  These referrals will be noted on the TELEPHONE INTAKE FORM.
The First Session

Appointment Book / Room Scheduling

The appointment book is kept at the front desk.  All first sessions with new clients are to be highlighted in yellow.  Once a client comes in for their first appointment, therapists are responsible for writing their client's subsequent appointments in the book one week in advance.  By the end of the week, all appointments for the following week should be recorded in the book.  If you do not put your name in the book, you will not have a room in which to do therapy.
There are 7 therapy rooms from which to choose.  Some are better suited to different modalities than others.  Your choices are:




Beige room

Individuals and couples







Taylor room

Groups and families




Front porch

Individuals and couples




Pink room

Individuals and couples




Yellow room

Children and families




Back porch

Individuals and couples




Annex


Groups and families



Green room
(Nights only)
Individual therapy

You must write all of your appointments and the modality of treatment (i.e., family, individual, couple, group) in the appointment book by the end of the week for the upcoming week or you will not have a room reserved to see clients.  You will write your name and that of your client in the book.  One of the office staff will assign you a room.  Be sure to check which rooms have been confirmed for you at the beginning of each week since there may be changes in room assignments from time to time.
There may be times when there are no rooms available at the Center.  Therapists may also consider using one of the four therapy rooms or two group rooms at Five Acres' Lincoln Street office located at 2055 N. Lincoln Street.  These rooms are available for evening sessions only and are scheduled through the front office staff.
Notification of Intern Status

As a student, you are required to introduce yourself as an intern/trainee/....

Documentation

1.  Opening Charts


In preparation for your first session, get a blank new chart out of the filing cabinet in the front office.  Do not, however, complete any documentation on the forms in advance in case your client does not show up.  All new chart documentation is expected to be completed by the end of the first session.

The forms included in the new chart are:

· Privacy Statement

· Contract for Therapeutic Services

· Consent to Treat a Minor

· Income Eligibility Form

· Evaluation and Treatment Plan


2.  Consent for Services


The CONTRACT FOR THERAPEUTIC SERVICES must be signed at the beginning of the first session with the client.  No services can be rendered until this contract is signed by the therapist and client.

If the client is a minor, the CONSENT TO TREAT A MINOR form must be signed by the parent or legal guardian before the minor can be seen, unless the following circumstances apply:



a) the minor is legally emancipated and you have documentation of this;



b) the minor is alleging abuse;



c) the minor reports that he/she is in immediate danger


3.  Privacy Statement


4.  Income Eligibility Form


This form establishes some important demographic on our clients, both for statistical purposes, funding purposes and in order for PMHC to set the appropriate client fee.  The following documentation must be brought to the second session in support of this INCOME ELIGIBILITY FORM:



a) proof of income



b) proof of address other than driver's license (ex: utility bill)



c) photo ID

If the client does not bring all necessary documentation with them to the second session, they will not be able to be seen until it is provided.


5.  Contacting previous therapists or other agencies


It is common clinical practice to talk to a client's previous therapist or other agencies with whom the client has received treatment or services.  If you wish to speak with any of these, you must fill out an AUTHORIZATION FOR RELEASE / EXCHANGE OF INFORMATION form and have the client sign it before any outside contact can be made.  Do not have clients sign blank forms.
Setting Fees 


The fee will be set by the front office staff.  The therapist is responsible for getting proper documentation (pay stub, etc.) to verify the client's income when the client arrives for the first session and make sure the INCOME ELIGIBILITY FORM has been completed.  Clients who do not provide this documentation by the second session will not be able to be seen until documentation is provided.
Any request of the part of the client to change the fee requires the therapist to fill out the REQUEST FOR FEE CHANGE form when then must be approved by the Clinical Coordinator.

Clients who do not show up for their first appointment and do not call the Center automatically forfeit their appointment time.  The therapist should make their time available to schedule a new client.  The therapist should write "No Show" on the blue telephone intake sheet and return the blue sheet to the Clinical Coordinator's mailbox.

On-Going Sessions

Clinical Documentation

The therapist is responsible for keeping all documentation in the client's file up-to-date.

Timelines

The following table will help you keep track of time lines related to various pieces of clinical documentation:


All forms requiring the signature of the Clinical Coordinator should be submitted to her mailbox.  Which forms would these be?
Initial Assessment
Treatment Plan

Developing a treatment plan is a mutually defined process between the therapist and client.  The process of defining goals is a combination of the client's input and the therapist's perception of the client's situation and needs based on a thorough assessment.  

Treatment Plan Goals

Treatment plan goals must be measurable.

Treatment plan goals are formally reviewed every six months.  At the six month mark, you should also have the client complete a SATISFACTION SURVEY and return it to the front office.
Progress Notes

Progress notes should reflect all contacts with a client including when a client calls to cancel (and why, if stated), when a client does not show up for an appointment, any time a therapist initiates a call to client and content of phone conversations.
Each entry must:

· be dated with the date of the contact / phone call (not the date the progress note was written)

· have the full signature of the therapist - first and last name - and their complete title (ex: "MFT Trainee")
All progress notes need to be co-signed by your clinical supervisor within one week of the session.

See "Treatment Plan Goals and Progress Note Protocol" in the Essential Policies and Protocols section of this manual.
Confidentiality & HIPAA
how does this jive w/ 5A, HIPAA, etc.?  Should it be a signed policy?

It is crucial to protect the confidentiality of our clients at all times. No documentation, client charts or confidential information of any kind is to leave the premises of PMHC or other Five Acres setting in which you are working.

No paperwork of any kind can be completed at home or anywhere outside of the agency.  The only exception to this is the psychosocial assessment and progress notes you will bring to supervision, however you must ensure that the client's name and any identifying information is left blank on these documents.  Photo copies of the initial assessment and progress notes must be left in the chart until you replace them with the co-signed originals.  
Fees and Other Charges
Collecting Fees

Clients pay their fee to their therapist at the beginning of each session.  You will then hand the client a receipt which will show the current payment and any past due balance.  The therapist is responsible for addressing lack of payment or balances being built up by the client.

Clients who miss payment for two consecutive sessions will not be seen until their balance is paid.  See "Fee Collection Policy" in the back of this manual for additional detail.

No-Shows / Late Charges

Clients are charged for cancelling a scheduled appointment with less than 24 hours' notice.  If a client does not show up for their appointment (assuming they have been seen at least one time), or cancels an appointment with less than 24 hours' notice, the therapist will charge the client for the missed session and document that the client paid for the missed appointment.

Monthly Statistics


Each month you must submit an INTERN TIME SHEET which will summarize the clients you have seen that month.  For new clients seen that month, you will also make a copy of the INCOME ELIGIBILITY FORM and attach it to the time sheet.  These should be turned into Gabby.  Please see "Monthly Status Report Guidelines" in the Essential Policies and Protocol section for further instructions on how to complete this form.
Correspondence

Any correspondence which is sent to the client in writing should first be cleared with the Clinical Coordinator and, once approved, zeroxed and placed in the client's chart.
Chart Reviews
More detail here once we figure out how it's happening...

Charts are reviewed on a monthly basis for both completeness and clinical content.  You and your clinical supervisor will receive the results of the chart audits for your clients and you are expected to complete any necessary corrections within 2 weeks.  Failure to correct deficiencies may result in disciplinary action and will be reflected on your performance evaluation.
Termination of Services
No Shows

On-going clients who do not show up for two appointments in a row and do not contact the Center can either be called or sent the form letter in the form files cabinet in the office which notifies them that that their case will be closed if we do not hear from them immediately.  Please photocopy all correspondence with clients and secure with the chart, as well as documenting all phone contacts between client and therapist in the progress notes.
Closing Cases

The TERMINATION SUMMARY must be completed within one week of the last session.  Place the client's chart, with completed termination summary enclosed, in the Clinical Coordinator's mailbox who will then sign the termination summary.  Office staff will then file the closed case.
Be sure to hand or mail your client an EVALUATION OF SERVICES form (i.e., satisfaction survey) at the completion of services.  Your client can take a few minutes to complete the form after their final session and hand it into the front office or they can mail it back to the center.  If you mail the client the survey, please include a self-addressed, stamped envelope for their convenience.  Assure the client that the survey is anonymous and their feedback is very important to us.
Special Situations
Confidentiality: Calls from outside entitites requesting information about a client


If anyone calls seeking information regarding a client, you cannot release any information including whether or not this person is even a client unless you have a written release of information from your client to talk to this specific party.  This form must be completed before you speak to family members who are not participating in treatment as well as other agencies or professionals.
Clients in Crisis

Mandated Reporting
Essential Policies & Protocol
Monthly Stats Report Guidelines

Telephone Assessment and Intake
Treatment Plan Goals and Progress Note Protocol

Forms
Authorization for Release / Exchange of Information

Consent to Treat a Minor

Consent for Therapeutic Services

Evaluation of Services (closed cases)
Income Eligibility Form
Intern Time Sheet

Request for Fee Change

Request for Vacation / Leave of Absence
Satisfaction Survey (current client)

Telephone Intake Sheet

Termination Summary

Therapist Availability Form
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Document�
Due�
Comments�
�
Initial Assessment and Treatment Plan


�
By fourth session�
�
�
Treatment Plan Goals�
Reviewed every 6 mos.�
Use "Treatment Plan Review" form.  Also collect a Satisfaction Survey at this time.�
�
Progress Notes�
Within 1 week of session�
Co-signed by clinical supervisor�
�
Transfer Summaries�
Within 1 week of last session w/ client�
�
�
Termination Summaries�
Within 1 week of last session w/ client�
Date summary with the date of the last session, not the date the form was completed�
�
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