Client: 

Timeline for in-house client AAC evaluation/Checklist

· _____Treating SLP given referral form

· _____Observation of therapy session (flexible when occurs)
· _____Treating SLP returns referral form

· _____Treating SLP and family coordinate month for clinic

· _____AAC Consultant (AAC/SLP) gives info to clinic coordinator for    scheduling

· _____AAC Consultant (AAC/SLP) gives name to social work via email for pre-authorization if necessary

· _____Clinic coordinator calls family schedules time, contacts school team with time
· _____Clinic coordinator gets doctor order for evaluation

· _____Clinic coordinator does Client info form, gets to AAC/SLP

· _____Contact information form added to folder

· _____Evaluation form started and printed

· _____Just before clinic intro email sent to team with date, time reminder

· _____Clinic held (parent signs paperwork, copies of cards made)

· _____Post-meeting email sent out

· _____Dr. Rx for rental faxed out

· _____Treating SLP gives parent early vocab sheet

· _____Rental packet faxed to company (per checklist)
· _____Send email that rental faxed to team

· _____Rental comes in, inventoried, is programmed, family called

· _____Family picks up rental (within 1 working day)

· _____At pick up return date scheduled

· _____At first therapy session treating SLP determines 2-4 short term objectives to target and then gets to AAC/SLP

· _____AAC/SLP sends email telling team what STOs are (if treating SLP didn’t)
· _____Family returns rental to ChildServe at end of period

· _____Inventoried, boxed up, given to shipping/mail

· _____Post rental email sent out to team for feedback on rental

· _____Results of replies summarized with recommendation to do second                                             rental, purchase, or do further team dialog to reach consensus 
· If purchase decided on:

· _____Treating SLP writes up results

· _____Dr. Rx for purchase faxed off

· _____Quote obtained

· _____Paperwork packet prepared (per checklist)
· _____Paperwork packet given to Pat Israel  

· _____When comes in initial programming done/ loaded from rental programming

· _____Team emailed that in

· _____Family picks up

· _____Family/team training scheduled

· _____Family/team training on device takes place
Note Dates when applicable


