THE APPLICATION PROCESS  

Who May Apply? 

1) 
An applicant of any age may apply for DMH services.  An applicant or the applicant’s LAR must sign an application.

2) 
A program or facility may sign and submit an application on behalf of an adult only under one of the following circumstances:

a) 
The program or facility notifies the applicant that an application is being submitted on his or her behalf, and the applicant does not object.  In these circumstances, a mental health professional working for the program or facility must document on the application:

· the date the applicant was notified about submission of the application; and

· the applicant’s response.

b) 
The program or facility believes that the applicant is incapacitated and has filed a petition for guardianship of person with the court.  In these circumstances, the program or facility must attach a copy of the petition to the application.

3) 
A program or facility can only submit an application on behalf of a minor if the minor’s LAR does not object and the LAR signs the application form.

4) 
A Health Care Agent may apply for services on behalf of an individual if it has been determined in writing, pursuant to M.G.L. c. 201D § 6, that the individual lacks the capacity to make health care decisions.  Note that if the individual lacks capacity due to a mental illness, the physician who makes the determination regarding capacity must have, or consult with a health care professional who has, experience in diagnosing or treating mental illness.

Where Can an Application be Submitted?

· An application for DMH services must be delivered, mailed or faxed to the DMH Area or Site Office with responsibility for the community where the applicant, or LAR in the case of a minor, resides at the time of application.  

· Application materials are available online at www.Mass.gov/DMH or at each DMH Area and Site Office.

· A directory of the addresses and telephone numbers of all DMH Area and Site Offices may be found in the Appendix and is also available on the DMH website, www.Mass.gov/DMH.

· Applications are available in English and Spanish.  DMH can provide translators for other languages if necessary and provide other assistance as needed.  

When is an Application Complete?  

1) An application will be considered complete when, in the opinion of DMH, there is sufficient information included to evaluate the application.
2) Within seven (7) days of receipt of an application, DMH will contact the applicant or LAR by telephone to acknowledge DMH’s receipt of the application.

3) Adult Application: A DMH Clinical Service Authorization Specialist may request, as necessary, a face-to-face meeting with the applicant and/or LAR to further discuss and assess the needs of the applicant.  In most instances, a face-to-face meeting will occur at a DMH office.  In other instances, a face-to-face meeting may occur at another agreed upon location.
4) Child/Adolescent Application: A DMH Clinical Service Authorization Specialist may conduct a face-to-face meeting with the parent or legal guardian to further discuss and assess the needs of the child or adolescent and family.  DMH requires an interview(s) to administer the CANS.  If the necessary assessment has been completed by a Community Service Agency, then the Clinical Service Authorization Specialist is not required to conduct a face-to-face meeting.
When Will a Decision be Made?

1) The DMH Area Director or designee will make decisions regarding service authorization determination according to the following timelines:

a) When an adult applicant who receives Medicaid benefits through the Massachusetts Behavioral Health Partnership (or successor managed care organization under contract to MassHealth) is hospitalized at the time application is made, a service authorization determination will be rendered by DMH within five (5) days after receiving sufficient information;

b) When a child or adolescent applicant who receives benefits from MassHealth is hospitalized at the time application is made, a service authorization determination will be rendered by DMH within five (5) days after receiving sufficient information;

c) For all other applicants, DMH will determine whether the applicant meets clinical criteria within 20 days of receipt of the completed application.  If DMH determines that an applicant meets clinical criteria for DMH services, then DMH will determine within 20 days from the clinical determination whether the applicant needs DMH services.

2) All decisions must be made within 90 days after DMH receives the application.  The Area Director or designee may extend this time period for good cause.

When is an Application Considered Withdrawn?

An application is considered withdrawn if:

1) An applicant informs DMH that he or she is withdrawing an application before a determination is made; or

2) An applicant does not respond to DMH communications/contact regarding the application despite reasonable efforts by DMH to reach out to the applicant/LAR for a period of 30 days after a response was expected.  

When are Short-term Services Indicated?  

1) Short-term services, which may include DMH case management or other DMH-operated or contracted services, may be provided to individuals who have applied for DMH services while their applications are being processed.  The decision to provide the short-term services is made by the Area Director or designee, and is based on an assessment of the needs and circumstances of the applicant.  Short-term services may be provided for up to 60 days. Provision of these short-term services does not indicate that the application will be approved, nor is there an assurance that these services will continue if the application is approved.  


2) If an adult applicant for DMH services is a parent of minor children, within 5 business days of the receipt of an application, the applicable DMH Area will contact the applicant/LAR in person or by phone to determine if there is an open case at DCF involving the applicant and children.  If there is an open case, DMH will immediately offer short-term services to the applicant.
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