
How to- Intake 

ADMIN: 1. Intake signature forms 2. State Database required information 

1. Intake packet required to be completed BY the date of the intake, so that an eval can be done 

since there are consent forms/PWN included the provider must create and fill these out with the 

appropriate information. 

 

Blue forms indicate required information must be added in order to send forms.  

If the intake packet is NOT signed by the family BY the date of the intake appointment, then the 

provider must document verbal consent in the comm log with the date of the intake appointment and 

which forms were reviewed (there is a short cut for providers)! Admin will task for verbal consent if 

forms are not signed when reviewing weekly signature forms.  

2. State Database Entry Information 

• Patient Demographics signature page we need the following information:  

o Gestational age 

o Race/ethnicity 

o Primary Medical Provider (type ex: Pediatrician (MD), Nurse Practitioner, etc. )  

o Confirming: spelling of name, date of birth, sex, guardianship status, guardian name, 

mailing address, phone number 



• In the actual intake note on the Visit Info, Visit History portion we need the following 

information: 

 
o Hearing and Vision Screening information

 
o Intake tab: Health concerns (see Pediatric Medical History), birth weight, if the failed the 

Newborn Hearing Screening, if there’s EHDI consent (only if hearing concerns)



 

 


