[bookmark: _GoBack]YES
We need DCFS Consent to proceed. Reschedule appt and provide HEART Srv Rec.
NO
Contact prior guardian in OD to confirm change in guardianship of the child
No
Were you given DCFS appointed guardianship of the child?
YES
Let them know we need proof of letter before paperwork can be completed. Reschedule appt and provide HEART Srv rec.
YES
Were you given court appointed guardianship of the child?
NO
Legal guardian must complete paperwork and give consent for someone else to bring child to apt/and receive PHI. If we have the paperwork, we are good to proceed. If we do not have the paperwork, reschedule appt and provide HEART Srv rec.
YES
Let them know we need proof of letter before paperwork can be completed. Reschedule appt and provide HEART Srv rec.
YES
Confirm that the guardian’s name matches OD and scanned documents.
Are you the legal guardian of the child?
Grandma, Grandpa, Aunt, Uncle, Stepmom, Stepdad, etc
Matches-proceed with appt.
NO
Contact prior guardian in OD to confirm change in guardianship of the child
YES
We need DCFS Consent to proceed. Reschedule appt and provide HEART Srv Rec.
NO
Contact prior guardian in OD to confirm change in guardianship of the child
No
Were you given DCFS appointed guardianship of the child?
YES
Do you have a letter of guardianship of the child?
Were you given court appointed guardianship of the child?
NO
What date did you become legal guardian of the child? (document conversation in OD)
Yes-proceed with appt.
Are you the child’s biological parent?
Does NOT match
No
Who has legal guardianship of the child?
We would need that person to complete paperwork. Provide HEART Srv rec.
Mom or Dad
Are you the legal guardian of the child?
What is your relationship to the child?
Ask:
Name?
DOB?
Address?
Phone number?
Verify Insurance.

