External Referral Process
Step 1:

· Complete STAP Application Form in its entirety and Needs Checklist and e-mail to stap@cgrc.org 
· Please note: incomplete application worksheets will be shredded upon receipt for privacy purposes. Referral source will be notified of shredding by email.
Step 2:

· CGRC’s access department (484-454-8700 ext. 1120) will call parent to schedule intake appointment.
Step 3:

· Family attends intake appointment (usually lasts one hour).

Step 4:

· CGRC will hand letter of acceptance or denial to family at assessment (if a decision is not made by the end of the assessment the clinician will call family with decision and mail letter) and fax a copy to referral source.

If Your Client Is Going to Camp….

Referral Source Is Responsible For:

·  Scheduling initial psychiatric/psychological evaluations and completing addendums for current evaluations (must recommend STAP service and specific session client is to attend) 

 

· If the child is in BHRS already, a new evaluation for STAP is not required; the child's BHRS provider can amend the current prescription for BHRS to include STAP. If it is a 120 day auth, the addendum would need to be within 45 days of the evaluation. If it is a yearly auth, the addendum can be done at any time during the auth period. The expectation is that new evaluations will not be completed in this situation and that the STAP provider will coordinate with the existing BHRS provider to amend the current plan.  

Referral Source Is Responsible For:


· Scheduling and holding an interagency team meeting (ITM) meeting. 

Referral Source Is Responsible For:

· Completing ITM meeting summary.
Referral Source Is Responsible For:

· Forwarding original copies of the psychiatric/psychological evaluation and ITM meeting summary form to CGRC. 

CGRC Recommends Faxing or Mailing Certified or Overnight Mail in Order for Referral Source to Have Proof of Sent Materials.

·  Please contact the Authorization Manager at 484-454-8700 ext. 1340.
