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	State of Delaware
The Department of Services 

For Children, Youth and

Their Families
	Division of Prevention and Behavioral Health Services

	
	
	Human Resources Data Instructions



GENERAL DIRECTIONS

This form is to be submitted annually (at the beginning of the contract year) for every staff member who will be providing services to DPBHS clients. It must be printed legibly or typed.

This form is to be completed by agency staff assigned to gather the information or the therapist providing direct services to DPBHS clients. All the information in all sections must be completed. It is unacceptable for “Not Applicable” to be inserted. Please check (x) the selection unless otherwise indicated and note that only one (1) selection should be marked in each category except for questions 18, 19, and 20.

DPBHS Therapist Code (Billing Code)

This code is the same as the code listed on the Admission Form and Billing/Activity Forms and is used to track the staff providing services to DPBHS clients.  To formulate a five/six-digit therapist code for each staff member to be used in outpatient billing and all intake forms, follow this procedure:

1.  The first digit/s represents the agency or provider.

 
Aquila of Delaware  -  A


Ballas-Rowe, Toni, LCSW - 06

Catholic Charities   - K

     
Child Guidance Resource Centers - P

Children and Families First  - M

Christiana Counseling - W

Crossroads - U

Delaware Guidance Services  - B

Division of Prevention and Behavioral Health Services (Central Office) - Y 

Freed Family Services - V


Jewish Family Services  - N


Kent-Sussex Counseling Services – 04


Open Door  - L

Psychotherapeutic Services, Inc.  - 05

Mid-Atlantic Behavioral Health - 03

Middletown Counseling - X

New Behavioral Network - G

Northeast Treatment Centers  -  D

Peoples Place Counseling Center   - E

Pressley Ridge - R

Progressive Life -  P

Providence – Q

Rockford Center  -  F

Rosenblum Adolescent Center  -  J

Silverlake -  T

SODAT  - C

Terry Children’s Psychiatric Center  - O

Tranquility Counseling  - 01

Dover Behavioral Health System - S
 Other In-State Private Practitioners -  Enter first five letters of last name.

Out-of-State Practitioners – Include as the first two digits, the postal abbreviation for the state, e.g Delaware = DE; Pennsylvania = PA

2.
The second two digits represent the professional level and discipline of staff member for whom services are being billed or in the case of intake forms, the clinician who is the client’s therapist at the agency.

      
01 - Psychiatrist

      
02 – Nurse practitioner  

      
03 - Licensed psychologist (Ph.D., Psy.D)

      
04 - Licensed behavioral health professional (LCSW, LPCMH, LMFT, LCDP)

      
05 - Registered nurse (RN)

      
06 - Certified teacher

      
07 - Certified school psychologist

      
08 - Other unlicensed master’s level behavioral health worker (MA, MSW, Ph.D.)

      
09 - Other behavioral health worker (BS, BA)

      
10 - Other MH or AOD worker with less than a BS/BA  

3.
The last two digits are assigned at the agency for individual staff members, beginning with 00.


EXAMPLE:   John Jones is an LCSW at Delaware Guidance Services Crisis Services. He is the third person to be assigned a number by the agency.


His code number is    B0403


For out of State Practitioners the last digit should be a single letter, the first letter of the therapist’s last name (surname). 
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