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Referring Office RTC/GH Check List
· Fax Client Registration form to the RCT at 1-866-434-7681.
· Once the referring office receives a call from the RCT, fax CANS to RCT at 1-860-263-2181.

· Provide clinical information to RCT (RCT will initiate a call to the referring office to do this). 
· RCT will contact you and provide you with a placement match.  Contact this facility to present the case and schedule a pre-admission meeting

· Fax CANS, supporting clinical/medical documents and IEP/educational needs form (only for special education children going in to residential care) to the facility so they have it before the actual pre-admission meeting.
· If the facility denies the child, contact the RCT.  They will either contact the facility to discuss the reasons for denial (and possibly push back) or bring the case back to rounds for a new match.
· If the child is accepted, schedule the admission.  The signed educational needs form must be faxed back and filed in the referring office file. 
· The facility will notify RCT that the placement occurred and will secure authorization. 
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