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Communication Log Documentation

Communication log entries should include all contacts with families, early intervention providers, community
partners, and other resources to document all non-billable services.

All non-billable service activities (i.e., emails, text messages, voice mails, faxes, mailed correspondence, etc.)
must be documented in a communication log in TOTS. Examples of information that may be documented in the
communication log are:

e phone calls (both that occurred and attempts made),
e attempts to reschedule missed appointments,
a parent declining to make up a missed visit,

e any items that are mailed, emailed, or faxed,

e justification for assistive technology,

e requests for forms from a physician,

e insurance company contacts and educational surrogate decisions,
o eligibility determinations,

e if a child exits without notification, etc.

Information entered in a communication log is viewable by all authorized providers on the planned service page.
Documentation shall include the date of contact, the method, the reason for contact, and a summary or result of
contact. The communication log also includes a correction/addendum section.

Timelines

All documentation must occur within ten (10) calendar days of service. This includes all contacts with families,
early intervention providers, community partners, and other resources.

Entering the Communication Log on TOTS

Figure 1: TOTS Contact Log - Add Communication
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Figure 2: TOTS Contact Log — Reason and Summary of Communication
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Once the communication log entry has been completed, double-check for accuracy and select the blue “Save”
arrow. Once the communication log is saved, the entry will drop to the “Communication Log History” section at
the bottom of the screen. The communication log entries are archived by date, with the newest logs at the top
of the history section. The “Edit” button can be selected if an entry error is made.

Figure 3: TOTS Contact Log — Edit Communication
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Edit e to concems with gross motor development. The parent completed ASQ screenings during the intake process. Both screenings reflected concerns, so 01/26/2023
formation was requested as part of the multidisciplinary evaluation process. A six month well child was dated 1/25/23. Mother was at the well child and
all baby food and starting small amounts of table food. She also gets soy formula. Mom reported some concern that the child does not sit well on her
Iso gets constipsted. Her physical exam on this date referenced a shallow sacral dimple, but normal muscle tone and strength. All other systems were
was documented as normal, but the provider did recommend a KEIS referral for more Conducted the evaluation using the
& method for service. The Assessment Evaluation and Programming System (AEPS) was used to gain developmental information. The child exhibited no
concerns for the social, self-help or communication domains. A concern was noted in the cognitive, fine motor and gross domains. After reviewing the parent concerns, the medical information and
the developmental results from the screenings and evaluations, the DCES finds this child to be eligible at this time for early intervention services. At the child’s one-year eligibility determination, &
norm-referenced assessment will be needed. This has been explained to the parent and they voiced understanding.
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