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Introduction

Using this Manual

This manual provides instructions on how to document crisis calls and crisis visits in Pirouette.
To get the most out of this manual, you should be familiar with basic database navigation; and
you should be comfortable performing common database features such as:

using the menu bar and the button bar

saving and closing files

using checkboxes and drop-down menus

using boxes with selection options and the related arrow feature

If you are unfamiliar with any of these features, it is strongly recommended that you review the
Pirouette — Version 4 User Manual for detailed instructions on using the database.

Special Features

Standalone notes: Pirouectte’s standalone note feature allows you to start a new note without the
need to enter or access a client file. Later, you can associate the note you’ve entered with the
client file.

Assessment Lists: “Crisis Call” and “Crisis Visit” lists provide a history of all your calls and
visits. With a variety of sorting options, these lists make it easy to view assessment records.

These features allow you to enter and retrieve your client data quickly and easily. See the
relevant sections in this manual for more information on these features.

Crisis Call Documentation Process

The suggested process for documenting a crisis call is outlined below. All of the steps indicated
are covered in this manual.

When the crisis call is first received, create a new standalone note.
Document the relevant details in the note.

When the call is over, document your time spent.

Fill out a related crisis call assessment record.

Associate the assessment record and note with the client’s file.
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Client Records

If you are entering assessment records into the database, you will likely need to enter and/or
retrieve client records as well. The client record contains all of the information entered for the
client. The information contained in the client record is organized into different sections: Basic
Information, Demographics, etc. This makes it easy to locate specific types of information
contained within the record.

Entering a Client Record

Whenever you attempt to enter a new client record in the database, the system prompts you to
perform a search for the client. This helps to ensure that you do not inadvertently enter a
duplicate record, if there is already an existing record for the client in the database.

The process for entering a client record is outlined below.
1. From your homepage or anywhere else in the database, go to the Client Management
menu and select All Clients. All of the client records that have been entered in the

database will be listed.

2. Select New from the button bar; this will bring you to the New Client Helper page, as
shown below.

(2 Pirouetie v4.0 - Windows Internet Explorer [ [(=1E3]

omFetchPage. asp: i ionID=/{13C0SBEE-9522-4557-0A3D-CEEASS09AED T} 1‘ 4

— Enter some basic information to help locate this client:

Before we create a new client, we first need to do a final check that the client is not already in the
database.

First Name: | |

Last Hame: | |

Alias: | |

Employee: Beckford, S
* Home Page Tip: Al fields are optional
Lists:
= Client List

Helper
» New Client

Done & Internet F100% -




3. Enter the name of the client for whom you wish to enter a record in the database, and
click on the Locate Client button. The database will search for all names that appear in
any way to be similar to the name you entered; therefore, an effective search can be
performed even with a misspelled name.

a) If there are no client names in the database that appear similar to the name you
entered, this will be indicated as shown below:

Found the following similar clients:

No similar clients found.

*, Create a New Client ", Open Selected Client

Click the Create a New Client button provided to create a new client record, and
proceed with filling out the record. If you require detailed instructions on how to fill
out the client record, refer to the appropriate section in the Pirouette — Version 4 User
Manual.

b) If there are any client names in the database that appear similar to the name you
entered, they will be listed as shown below:

Found the following similar clients:

(%) Brown, Sally; Born: 01/01/1860

\ Create a New Client \ Open Selected Client

Click the Create a New Client button if you wish to create a new client record, and
proceed with filling out the record. Or, if the desired client record appears in the list,
select the record and click the Open Selected Client button to open the record.

4. When you have finished filing out your new client record (or when you have finished
viewing/editing an existing client record), save and close the record.



Retrieving a Client Record

In order to view the contents of a client’s record, or to add new information to the record, you
must first retrieve the record. The process for searching for and retrieving a client record is
outlined below.

1.

From your homepage or anywhere else in the database, go to the Client Management
menu and select All Clients. All of the client records that have been entered in the
database will be listed. If desired, you can review the list of records in order to find a
particular record; select the desired record and double-click to open it. Or, if you wish to
perform a search for the record, proceed to step #2.

In the Search field located in the detail area at the left of your screen, enter the client’s
name, phone number, or Pirouette client number (if you enter multiple search terms,
leave a space between them.) You can perform a search on partial information, such as a
first name only, or “char” instead of “Charles”.

Client List

Enter a search term belovy and click "Search!

Ik $ zearch

Important: this search will identify all of the records that contain all of your search
terms. For instance, a search term such as a local area code will identify all records
containing that area code. Also, this search will only identify records that contain your
exact search terms. For instance, if your search term contains a phone number with an
incorrect digit, the database won’t identify the corresponding client record due to the
error in the search term.

Click on the Search button located directly to the right of the search field.

If there are no client records that meet your search criteria, the database screen will
indicate that there are no items available to show. If you wish to enter a new client
record at this time, click as prompted on your screen to create a new entry; this will bring
you to the New Client Helper page. Go to Step #2 under Entering a Client Record in
this manual for instructions on how to continue with your search from this page.



If there are client records that meet your search criteria, these records will be listed. If
you entered partial information for the search, such as “char”, several records may be
listed since the search will return every name containing those letters (Charles, Charlie,
Charlene, Richard).

Locate the desired client record in the list, and double-click to open it. This will bring
you to the client’s summary page, as shown below. To view various sections of the
client record, select the desired section from the detail area at the left of your screen.

= Pirouette v4.0 - Windows Internet Explorer

01-8824-71 7DECILIARE}

Heout Moopy  fapaste Jelete Pdrefresh @ home [ note o
&
Client Brown, Sally T
*, Client Record
"\, Basic Information
Client Humber: 2 Primary Diagnosis:  Post Traumatic Stress Disorger
Demographics
 Demootap Gender: Female Secondary Diagnosis: None Selected
[ Contacts Concurrent Disorder: No
E Documents Birth Date (Age): 01/01H980 (Age 48 yrs) Dual Diagnosis: Ne
Marital Status: Single:
E History Hative Language: English Client Since: 0612012008
E Notes Preferred Language: Engish Prevention Plan: None.
= Reports
Phone: Assigned Workers:
This flle has several ssctions. Select a seclion L
fromthe list above by clicking on it
/| Bl Current Status - Key ltems o view ol
:
Pragramis):
Employee: Beckford, S
e P Residence(s):
Client: Brown, Sally Educatice: Facky
» Client Record Employment:
Financial Source(s):
Legal Problemis): Pre-Charge Diversion
Hospitalized:
&, Contacts #view sl | 8 Recent Case Notes 4 view ol
0704112008 July 11th Crisis Visit v
Dane & Irternet H100% v




Note Records

Note records are used for documenting details about client activity, based on your organization’s
policies and procedures.

Once a note record is saved, it cannot be deleted, nor can the contents be edited. This ensures
that the documentation for each client remains complete and accurate. Corrections and changes
can only be made through the addition of an addendum. In view of this, the content of each case
note should be reviewed carefully before the record is saved.

Entering a Note

There are two methods for entering a note record. If there is an existing client file in the
database already, you can enter the note through the client’s file. This type of note is
automatically linked to the client. You can also enter standalone note records, categorized as
Anonymous Contacts, which are not linked to a particular client file. This is useful on
occasions when you wish to enter a note record quickly, such as for documenting a crisis call; or
if a client file has not yet been entered in the database. Later, you can associate the note with the
appropriate client file.

To enter a note record through the client file:

1. Open the client’s record, and select Notes from the detail area on the left side of your
screen. Any note records that have already been created for the client will be listed.

2. Select New from the button bar; this will bring you to a new Note page (see step #3, next
page.)
To enter a standalone note record:

1. From your homepage or anywhere else in the database, select Note from the button bar;
this will bring you to the New Note Helper page.

2. Select Individual to indicate that the note is being entered for individual as opposed to a
group, and click the Create Note for an Individual link. This will bring you to a new
Note page (see step #3, next page.)



3. New Note page:

{2 Pirouette v4.0 - Windows Internet Explorer

om/FekchPage. asp: D={9A233EE8-CB64-430F-8245-EDOCAT 14634}

N\ Motes Details
", Activities & Services
E Related Assessments Subject: ‘ ‘
Relates to Program: | Case Iv]
This fie has several sections. Select a section
from the list above by clicking on it
This Note is Associated Vith:
Client: An Anonymous Client
. Associate Viith Client
lotes
Employee: Beckford, 5 Date of Contact: |06/18/2008 B
Home Page Notes:
New Client
* Hotes
o]
Dore € Internet H100% -

Complete the record as follows.

Subject

Use this field to indicate the subject of the note. This will serve as the official title of the
note. When entering this field, consider how clear and understandable the information
will be when it is viewed in the future, possibly among many more Note records, or if it
is viewed by other staff. The subject is often used to search for historical case notes of
significance, so you should aim to make it as relevant and as descriptive as possible.

Relates to Program
Use this field to identify the program that the client’s case note is associated with. Select
the appropriate program from the drop-down menu.

This Note is Associated With:

If you entered your note through the client file, the client’s name will be identified. If
you entered a standalone note, you will see “An Anonymous Client” in this field, since
the note is not presently connected to an existing client file. (For information on how to
associate a standalone note with a client file, refer to Associating a Note with a Client in
this manual.)

Entered By
The name of the staff person responsible for entering the note automatically appears in
this field.



Date of Contact

Use this field is used to indicate the date of client contact that that led to the creation of
the note. (In addition to the Date of Contact, your note record will also automatically
show the date it was entered in the database.)

Notes
Use this memo field to enter the main text of the note. Remember: once the note is
saved, neither the record itself nor its content can be deleted.

When you have finished entering your note information, select Activities & Services
from the detail area on the left side of your screen. Proceed to Notes — Activities &
Services, the next section in this manual, for instructions on how to fill out this section of
the note record.

If you attempt to save the note prior to filling out the Activities & Services section of the
record, the following pop-up message will appear:

Windows Internet Explorer

\:.P Y¥ou have not documented your activities and services provided. Would you like to do that now?

| [ol's |[ Cancel ]

Select OK to proceed to the Activities & Services page. If you select Cancel, the note
will be saved without completion of the Activities & Services page.



Activities & Services

The Activities & Services section of a note record serves two important purposes. It allows you
to document details about your client contact, such as the nature of the contact and the amount of
time spent. Secondly, this section of the note record includes a link for entering an assessment
record. This allows you to enter an assessment record that is directly connected to your note.

This section of the note record should be completed whenever you enter a note.
1. While still in your note record, select Activities & Services from the detail area on the

left side of your screen. You will be provided with a new Activities & Services page, as
shown below.

{2 Pirouette v4.0 - Windows Internet Explorer
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“\, Hotes Contact Type

*, Activities & Services
E Related Assessments Contact Type Humber Client Family Other

Document contact details and time spent [Nane Selected ME1F 0 O

 additem = remave item

— Contact took place offsite? [

Tip: The Travel Time' field is hidden because the contact did not take place offste.

7 — Were other staff members present? [

Employee: Beckiord, 5 Tip: The list of additional staff members is hidden because there were no other staff present

* Home Page

New Client
» Notes
Time Spent

How do you want to fill out this form?

Average Total Time? (&

Enter Specific Times?
Total Time (minutes): [0 |
" Recalculate

Done € mternet 00t v

2. Complete the page as follows.

Contact Type

Use this field to identify the type of contact you had with the client, or with anyone else
on the client’s behalf. (Throughout this section of the note record, “Client contact” refers
to contact with either the client or with anyone else on the client’s behalf.) Select the
appropriate option from the drop-down menu, and use the Number box to indicate the
number of times the contact you selected occurred. Use the “+ add item” button if you
need to document more than one type of contact. Additional checkboxes are provided for
you to specify exactly who your contact was with: the client, family, or other individuals.
Select the appropriate checkbox for each type of contact that you identify.



The information documented under Contact Type is accessed in a number of reports that
show total number of calls and/or visits. Therefore, this part of the record needs to be
filled out thoroughly. Don’t forget to indicate the number of times the contact selected
took place in the Number box, and don’t forget to use the “+ add item” button to show
the occurrence of more than one type of contact. This will ensure that all of your calls
visits are accurately documented and reflected on reports.

When you select Crisis Call or Crisis Visit from the Contact Type drop-down menu,
Related Assessments will become visible on the page, as shown below.

{2 Pirouette v4,0 - Windows Internet Explorer
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“, Notes Contact Type

*, Activities & Services

E Related Assessments Contact Type Number  Client Family Other

Document contact details and time spent [crisis call MD F 0O O

& additem = remove item

— Related A

@ crisis call

ed, some related assessments are required. Click the
ntabove o create or edit £

Tip: Based on the contact types you hal
/ name of the

Employee: Beckford, S
* Home Page

r— Contact took place offsite? [T

New Client Tip: The Travel Time’ field is hidden because the contact did not take place offsite.
 Notes

r— Were other staff members present? [~

Tip: The It of additional staff members is hidden because there were no ofher staff present

Time Spent

Done @ Internet 100 -

Related Assessments

This part of the page contains a link for you to create either a related crisis call or crisis
visit assessment record, based on which of these you selected in the Contact Type drop-
down menu. When the link shows an arrow in red, this indicates that there is currently no
related assessment record. Click on this link to immediately enter a new assessment
record that is directly linked to the note.

An assessment created in this way will be listed in the Related Assessments section of
the note record for ongoing reference and access. When you save the completed
assessment record, you will immediately be returned back to the Activities & Services
page, so that you may finish filling it out as outlined below. See Entering a Crisis Call
Assessment or Entering a Crisis Visit Assessment in this manual for instructions on
how to complete the assessment record.

If you do not wish to create a related assessment record that is directly linked to the note,
proceed as outlined below to finish documenting your activities and services.
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Contact took place offsite?

Select this checkbox to indicate that your client contact took place somewhere other than
on the organization’s premises. If you select this checkbox, the Travel Time box will
become visible. Use this box to record your travel time in minutes. Example: if your
total travel time was 1.5 hours, enter 90 in this box.

Were other staff members present?

Select this checkbox to indicate that there were other staff members present during your
client contact. If you select this checkbox, the Present box will appear. Use this box to
identify the other staff that were present. Select the appropriate name(s) from the Active
Staff list.

How do you want to fill out this form?

— How do you want to fill out this form?

Average Total Time? O

Enter Specific Times? O

Total Time (minutes): I:l

", Recalculate

Tip: If you =elect "average total time’, the total time will be automatically divided egqually between each
checked activity or service. Selecting 'enter specific timez' allews you to enter specific times in each
checked activity or aervice.

You have two options for completing the remainder of the page. Select Average Total
Time if you wish to have the total time that you spent equally divided between all of the
activities and services that you select. Enter your total time spent in the Total Time box,
ensuring that you enter your time in minutes.

Or, select Enter Specific Times if you wish to manually enter the amount of time you
spent on each activity and service that you select. As you proceed to manually enter the
amount of time you spent on various activities and services, the Total Time box will
automatically add up all of your time spent.

Services (Time With Client) and Activities (Client-Related)
Select the desired option(s) from the list of services and activities shown.

If you indicated that you wish to fill out the form by averaging your total time: your time
will automatically be divided between each service and activity that you select. The
division of time between services and activities will be updated with each additional
selection/deselection.

If you indicated that you wished to fill out the form by entering specific times: each time

you select a service or activity, you must enter the time spent. Deselecting an option with
also eliminate the time you entered for the option.

11



Notes Time (minutes)
Use this box to record the amount of time (in minutes) that you spent documenting the
note.

Time Spent Comments
Use this text box to enter additional information regarding your time spent.

12



Retrieving a Note

A note record may be entered in one of two ways: either through a client’s file, or independently
as a standalone note. There are also two methods for retrieving a note record, depending on how
the note was entered. Both methods are outlined below.

If the note was entered through the client’s file:

1. Open the client’s record, and select Notes from the detail area on the left side of your
screen. All of the notes that have been entered for the client will be listed.

2. Locate the desired note in the list of records, and double-click to open it.

If a standalone note was entered:

1. From your homepage or anywhere else in the database, go to the Client Management
menu and select Anonymous Contacts. All of the notes that have been entered for

anonymous clients will be listed.

2. Locate the desired note in the list of records, and double-click to open it.

Important:

The content of the note will be shown under Previous Entries. You cannot change the content
that was previously entered. If you wish to make a change or amendment to the content of the
note, you may do so by entering additional information in the Notes memo field under the

Addendum section.

13



Associating a Note with a Client

When you enter a standalone note record, it is not connected to an existing client file in the
database. At some point, you may wish to associate a standalone note with the client’s main file.
Once the note is associated with the client’s file, it can be accessed through the client’s file in
future.

When a note record is associated with a client’s file, any assessment records related to the note
are automatically brought into the client’s file at the same time.

The process for associating a note with a client is outlined below. Before you begin, verify that
there is an existing client file in the database, which the note may be associated with.

1. Retrieve the note (Client Management menu — Anonymous Contacts). Under Details on
the note page, there will be a box indicating that the note is associated with an
anonymous client, as shown below:

This Hote is Associated VWith:

Client: An Ancnymous Client

'\ Associate With Client

2. Click on the Associate With Client button located in the box; this will bring you to an
Associate with Client Helper page, as shown below.

{2 Pirouette v4.0 - Windows Internet Explorer

| hitps:/jdemo.roxysoftware comfFetchPage. asp?PageName=HaindSessionlli={731 DEAF3-BDIE-45FE-9080-979431 DISES}

Pirouette v4.0

*, Helper M LA Associate With Client
— Enter some basic information to help locate this client:
Before we create a new client, we first nesd o do a final check that the client is not already in the
database.
First Hame: [ ]
Last lame: | ]
Alias: [ ]
Employee: Beckford, S
- Home Page Tip: Al fiekds are optional
Lists:

= Anonymous Contacts
New Client
= Notes

Helper
» Associate With Client

Done @ Internet H100% -
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3. Enter the name of the client you wish to associate the note with, and click on the Locate
Client button. You can perform this search even if you do not have the client’s full
name, or the exact spelling of the client’s name. The page will update to list all of the
records that match your search criteria, as shown below.

Found the following similar clients:

{*) Brown, Sally; Born: 01/01/1950

\ Associate With Selected Client

Depending on the search criteria you entered, more than one client may be listed.

4. Ensure that the button beside the desired client record is selected, and click on the
Associate With Selected Client button. You will be returned back to the note record,
and the client’s name will now appear in the note (instead of “An Anonymous Client”).

5. In the Addendum section of the note, enter a brief comment to indicate that the note has
been associated with the client file. You must type something in the body of the note
before saving it. If you attempt to save the updated record without adding an addendum,
you will receive a pop-up message telling you that text is required.

6. When you have finished, save the updated note record.

15



Assessment Records

An Assessment Record allows you to document all of the relevant details pertaining to a client’s
crisis call or crisis visit. These records should be entered and completed in accordance with the
policies and procedures outlined by your organization.

Assessment records and note record are often entered at the same time. In view of this, when
you enter a note and identify crisis call or crisis visit as the contact type in the Activities &
Services section, an assessment link is automatically provided. This link enables you to exit the
note temporarily in order to enter an assessment record. Once the assessment record is
completed and saved, you are automatically returned back to the note in order to finish filling out
the activities and services section. This process ensures that the assessment record is directly
linked to the note record; the assessment will be listed in the Related Assessments section of the
note for ongoing reference and access. An assessment record may be created in this way even if
a database file has not yet been created for the client.

If you have not already done so, you may wish to review Entering a Note and Activities &
Services in this manual before proceeding.

Entering a Crisis Call Assessment

A Crisis Call Assessment Record allows you to document all of the relevant details pertaining to
a client’s crisis call.

1. Enter your note for the client, and select Activities & Services from the detail area at the
left of your screen.

2. At the Contact Type drop-down menu, select Crisis Call; the Related Assessments
section will become visible on the page, as shown below.

Related Assessments

& crisis call

Tip: Based on the contact types you have selected, some related assezsments are reguired. Click the
name of the azzezzment above to create or edit it

The link shows an arrow in red, indicating that there is currently no related crisis call
assessment.

3. Click on the arrow link provided in the Related Assessments section; you will be taken to
a new Crisis Call Assessment record, as shown below.

16
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& httpsijjdemo.roxysoftwars com|FetchPage. aspTPagehlame—tainSessionlD={D37ABF41-E0C1-4800-5756-A3344F DO63ED}
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Internal

™, Crisis Call Assessment Crisis Call Assessment

Subject: | ]
Call Type: | None Selected [¥]

. Related Note

Team Dispatched: [~

Current Location: | |

Region: [ Mane Selected [¥]
*, Call Report
/
Open ltems
[ ovntems I O—
Employee: Beckford, 5
= Home Page self &
Client: Brown, Sally Individual
= Client Record Organization

= Motes
b Crisis Call Assessment

Internal

— Call Times

StartTime: [3:00AM 5] EndTime: [:30AM [

o additern == remove item

Done € internet ®100% -

Complete the record as follows.

Date
Use this field to indicate the date the call was received.

Subject
Use this field to provide an appropriate title or to briefly identify the nature of the call.

Call Type
Use this field to indicate the type of call that was received. Select the appropriate option
from the drop-down menu.

Related Note

This button allows you to access the assessment’s related note record. When you click on
this button, the note record will open on your screen. Return to the assessment record by
selecting it from your navigation bar.

Team Dispatched
Select this checkbox to indicate that the crisis team was dispatched as a result of the call.

Current Location
Use this field to indicate the client’s current location at the time of the call.

Region
Use this field to indicate the client’s region at the time of the call.

17



Call Report

Use this button to generate a report that summarizes key information from the crisis call
assessment record. The report can be printed, if required. This is useful in cases where it
is necessary for staff to have documentation about the crisis call on hand for reference
purposes.

Source of Referral

Use this field to indicate how the client got referred to your organization. If you select
Individual, Organization, or Internal, additional fields will become visible in order for
you to provide further information. Fill out the additional fields where appropriate.

Call Times

Use the Start Time and End Time fields to document the time the crisis call came in,
and the time it ended. If more than one call was received, use the “+ add item” button to
document as many calls as necessary. This ensures that you have a record of when each
call came in and its duration.

Important: this information will not be reflected as a call(s) on those reports that
summarize calls and visits. In order for a call to be captured on relevant reports, the call
must be selected in the Contact Type field from the Activities & Services section of a
note record.

Presenting Issues
Use this box to identify the client’s issues at the time of the crisis call. Select the
appropriate item(s) from the Possible Presenting Issues list.

Risks
Use this box to identify any risk factors that may be present for the client at the time of
the crisis call. Select the appropriate item(s) from the Possible Risks list.

911 Operator Called

Select this checkbox to indicate that a 911 emergency call was made. If you select this
checkbox, the 911 Operator Badge Number field will become visible. Use this field to
enter the operator’s badge number.

Referred to Another Agency

Select this checkbox to indicate that the client was referred to another organization
following the crisis call. If you select this checkbox, the Possible Organizations box
will become visible. Use this box to identify the organization the client was referred to.

If the organization you are looking for isn’t visible in the Possible Organizations box, it
will need to be added to the master list of organizations in the database. Refer to
“Adding an Organization” in the Pirouette — Version 4 User Manual for more
information on how to add a new organization to the database.
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Outcome
Use this box to indicate the action taken in response to the crisis call. Select the
appropriate item(s) from the Possible Outcomes list.

Short-Term Plan

Use this memo field to document the plan that has been developed, or the next steps that
will be taken, as a result of the crisis call. There is no character limit to this field, so you
can be as thorough and as detailed as necessary.

When you have finished entering all of the fields, save and close the record. You will be
returned back to the partially completed Activities & Services section of the note record.
The arrow link in the Related Assessments section will be updated to show a checkmark
in green, as shown below.

— Related Assessments

@ crisis cal

Tip: Ba=ed on the contact types you have selected, 2ome related azsessments are required. Click the
name of the azzezament above to creats or edit i

Finish entering all of the remaining fields on the Activities & Services page of the note,
and save the record.

When you retrieve this note in future, the assessment will be listed in the Related

Assessments section of the note, accessible from the detail area box at the left side of
your screen when the note is open.
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Entering a Crisis Visit Assessment

A Crisis Call Assessment Record allows you to document all of the relevant details pertaining to
a client’s crisis call.

1. Enter your note for the client, and select Activities & Services from the detail area at the
left of your screen.

2. At the Contact Type drop-down menu, select Crisis Visit; the Related Assessments
section will become visible on the page, as shown below.

Related Assessments

& Crisis Visit

Tip: Based on the centact types you have selectsd, some related assessments are required. Click the
name of the azsessment above to create or edit it.

The link shows an arrow in red, indicating that there is currently no related crisis visit
assessment.

3. Click on the arrow link provided in the Related Assessments section; you will be taken to
a new Crisis Visit Assessment record, as shown below.

{2 Pirouette v4.0 - Windows Internet Explorer E”E‘E
|2 https:jdemo.raxysoftware.com|FetchPage. asp? D={D97 ABF41-E0C1 -4800-BF86-A3344FD06IED}

Pirouette v4.0

, Crisis Visit Assessment Crisis Visit Assessment
O e —
Subject: | |
Visit Type: [ None Selected [¥]
"\, Related lote
%, Visit Report -
— Source of Referral
Self @
/ Individual
Employee: Beckford, 5 internal €
* Home Page
Client: Brown, Sally
= Client Record [ Visit Time
= Motes
Dispatch Time |9:00 AM
¥ Crisis Visit Assessment ' &l
Start Time [B00AM [
creTime
Location: | ]
Region: [ Mone Selected [+]
Dracant Muiine Vieit f 1 po]
Done € Internet HA00% -

4. Complete the record as follows.
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Date
Use this field to indicate the date the visit took place.

Subject
Use this field to provide an appropriate title or to briefly identify the nature of the visit.

Visit Type
Use this field to indicate the type of visit that took place. Select the appropriate option
from the drop-down menu.

Related Note

This button allows you to access the assessment’s related note record. When you click on
this button, the note record will open on your screen. Return to the assessment record by
selecting it from your navigation bar.

Visit Report

Use this button to generate a report that summarizes key information from the crisis visit
assessment record. The report can be printed, if required. This is useful in cases where it
is necessary for staff to have documentation about the crisis visit on hand for reference
purposes.

Source of Referral

Use this field to indicate how the client got referred to your organization. If you select
Individual, Organization, or Internal, additional fields will become visible in order for
you to provide further information. Fill out the additional fields where appropriate.

Visit Time

Use the Dispatch Time field to indicate the time staff left for the visit; and use the Start
Time and End Time fields to document the actual duration of the visit. This ensures that
you have an accurate timeline of the visit’s duration.

Important: this information will not be reflected as a visit on reports that summarize calls
and visits. In order for a visit to be captured on relevant reports, the visit must be
selected in the Contact Type field from the Activities & Services section of a note record.

Location
Use this field to indicate the client’s location at the time of the visit.

Region
Use this field to indicate the client’s region at the time of the visit.

Present During Visit
Use this field to identify all individuals who were present at the time of the visit.

Presenting Issues
Use this box to identify the client’s issues at the time of the crisis visit. Select the
appropriate item(s) from the Possible Presenting Issues list.

21



Risks
Use this box to identify any risk factors that may be present for the client at the time of
the crisis visit. Select the appropriate item(s) from the Possible Risks list.

Police Involvement

Select this checkbox to indicate that the police were present at some point. If you select
this checkbox, the Name / Badge # field will become visible. Use this field to enter the
police officer’s name and badge number.

Taken To Hospital?

Select this checkbox to indicate that the client went to hospital as result of the crisis. If
you select this checkbox, additional fields will become visible in order for you to provide
further information about the hospital visit. Fill out the additional fields where
appropriate.

Referred To Another Agency? Checkbox

Select this checkbox to indicate that the client was referred to another organization
following the crisis visit. If you select this checkbox, the Possible Organizations box
will become visible. Use this box to identify the organization the client was referred to.

If the organization you are looking for isn’t visible in the Possible Organizations box, it
will need to be added to the master list of organizations in the database. Refer to
“Adding an Organization” in the Pirouette — Version 4 User Manual for more
information on how to add a new organization to the database.

Recommendations Refused?

Select this checkbox to indicate that recommendations offered by the team at the time of
the crisis visit were rejected. If the team’s recommendations were accepted, leave this
box unchecked.

Outcome
Use this box to document the action taken in response to the crisis call. Select the
appropriate item(s) from the Possible Outcomes list.

Short-Term Plan
Use this memo field to document the plan that developed in response to the crisis; or the
next steps that will be taken as a result of the crisis visit.

When you have finished entering all of the fields, save and close the record. You will be
returned back to the partially completed Activities & Services section of the note record.
The link in the Related Assessments section will be updated to show a checkmark in
green, as shown below.
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Related Assessments

@ Crisis visit

Tip: Based on the contact types you have selected, some related assessments are requirsd. Click the
name of the assezzment above to create or edit it.

6. Finish entering all of the remaining fields on the Activities & Services page of the note,
and save the record.

When you retrieve this note in future, the assessment will be listed in the Related

Assessments section of the note, accessible from the detail area at the left side of your
screen when the note is open.
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Retrieving an Assessment

Every assessment is linked to a note record, and may be accessed from the Related Assessments
section of the note. Therefore, in order to retrieve an assessment, you must retrieve the related
note record. It is possible to retrieve an assessment/note record by going through an individual’s
client file. However, on most occasions, users will prefer to go through the central list of crisis
calls and crisis visits. Both methods of retrieval are outlined below.

Method 1: Client File
This retrieval method may be used if you know that there is an existing client file in the database,
and you know that the assessment/note is associated with the client file.

1. Open the client’s record, and select Notes from the detail area on the left side of your
screen. All of the notes that have been entered for the client will be listed.

2. Locate the desired note in the list, and double-click to open it.

3. Select Related Assessments from the detail area box at the left of your screen. All of the
assessments related to this particular note will be listed. Click on any assessment record
to open it.

Method 2: Crisis Calls or Crisis Visits List

This retrieval method may be used under all circumstances, whether or not there is an existing
client file in the database, and whether or not the assessment/note is associated with the client
file. The range of search options contained in the central list of assessments makes it very easy
to locate the desired record.

1. Go to the Client Management menu and select Crisis Calls or Crisis Visits. An additional
set of menu options will be provided as shown below, in order for you to specify whether
you wish to see all records, or just records for a specified period (Today, Last 3 Days,
Last 7 Days).

Systern  Client Management | Intemnal
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2. Select the desired period from the options provided; all of the assessments for the
designated period, along with their related notes, will be listed.

3. Locate the desired record, and double-click on the record to open it. The note record
associated with the assessment will appear on your screen.

4. Select Related Assessments from the detail area on the left side of your screen; the

assessment(s) associated with this note will be listed. Double-click on the assessment
record to open it.

Associating an Assessment with a Client

In order to associate an assessment record with a client file, you must associate the related note
record to the client file. This will result in the assessment record being brought into the client
record automatically, and thus associated with the client.

Refer to Associating a Note with a Client in this manual for procedures on how to associate a
note record with a client’s file.
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Assessment Lists

Pirouette contains two crisis assessment lists: the crisis calls list and the crisis visits list. These
lists enable you to retrieve assessment records quickly and easily. They also allow you to see up-
to-date details about your crisis calls and visits at a glance.

To access these lists, go to the Client Management menu and select either Crisis Calls or Crisis
Visits. An additional set of menu options will be provided, in order for you to specify whether
you wish to see all records; or just records for a specified period (Today, Last 3 Days, Last 7
Days).

Crisis Calls List

When combined, the menu options and list sorting options provided make this list extremely
useful. For instance, you can view all crisis calls for the current date by selecting “Today” from
the menu, and immediately see what time each call came in, as well the duration of each call.

In addition to specifying the time period you wish to see records for, you have the option of

sorting this list by: assessment date, crisis call start time, client name, program, or the subject of
the assessment.

Crisis Visits List
As with the crisis calls list, this list can be sorted in a variety of ways, depending on your needs.
In addition to specifying the time period you wish to see records for, you have the option of

sorting this list by: assessment date, dispatch time, crisis visit start time, client name, program,
or the subject of the assessment.
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