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The purpose of today’s presentation is to train you on the administration of 
the NOMs Client-level Measures for Discretionary Programs Providing Direct 
Services to Children.  I will refer to this as the Client-level Measures , or 
Services Activities, module throughout this presentation. 

This training will cover the most important topics and items—however, before 
administering the Client-level Measures, or Services, tool, you should also 
review the Client-level Measures Question-by-Question Instruction Guide 
for detailed information on how and when to do client-level interviews.  
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Transformation Accountability (TRAC) Resources 

• TRAC website: https://www.cmhs-gpra.samhsa.gov 
Materials 
./ General Info &Training -7 Services/NOMS Client Level 


Measures-? Child Services Materials 


• 	 TRAC Help Desk 
../ Phone: 1-855-796-5777 
./ Email: TRACHELP@westat.com 
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A couple of notes on resources before we begin.  The Services Activities 
Data Collection training guides and this presentation are located on the 
TRAC website at the address you see here.  Click on “General Info & 
Training”, then “Services/NOMS Client Level Measures”, then “Child 
Services Materials”. 

The NOMs Client-Measures Services tool , the Question-by-Question 
Instruction Guide and this presentation can be found under “Child Services 
Materials.”  These are the critical reference materials you might want to have 
handy during today’s training. 
 
 

2

mailto:TRACHELP@westat.com
http:https://www.cmhs-gpra.samhsa.gov


NOMs Client-level Measures 
(Services Activities) Overview 

• Discuss elements of administering the Services tool to 
consumers 
./Review the general rules of the tool administration 
./Describe the data collection points and requirements 

• Review each item and instruction on the Services tool 

• Question & Answer 
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Today’s training will provide you with an overview of the NOMs Client-level 
Measures, commonly referred to as the Services Tool for Child programs, 
including: 

• General rules for tool administration;  

• Time points for data collection; and  

• Reporting requirements. 

We will also walk through each of the items in the Child Services Tool, using 
the Question-by-Question Instruction Guide. 

At the end of the training, we will allow time for a question & answer session; 
however, please feel free to ask questions at any time during the 
presentation. 
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Training Objectives 

At the conclusion you should: 

• 	 Have the knowledge needed to conduct a NOMs 
Client-level Measures (Services Activities) interview 

• 	 Understand the required data collection points 

• 	 Understand the intent of the questions on the 
Services tool 

• 	 Be able to train and assist your colleagues 
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By the end of today’s training, you should: 

1. Be able to conduct an interview using the Services tool 

2. Understand the required data collection points 

3. Understand the intent of the Tool’s questions—allowing you to 
appropriately handle questions that consumers may have during the 
interview and how to record answers that may not fit the specified 
categories 

4. Feel comfortable enough with the information provided today that you will 
be able to train others on the tool’s administration 
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NOMs Client-level Measures 
(Services Activities) 

General Guidelines for Consumer Interviews 
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I am going to review the general guidelines for conducting interviews.  These 
guidelines apply to all interview types. 
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Setting and Interview Administration 

• Interviews must be conducted in-person 

• Paper or Web-Based Administration 

• Use a calendar to prompt consumer 
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• All interviews must be administered in an in-person.  You must be physically 
with the consumer and be able to read the questions to them. 

• If it is not possible to conduct an interview in-person with a consumer, you 
can ask for a waiver to conduct the interview by telephone.  To request a 
waiver contact the TRAC Help Desk.  A waiver must be approved by your 
grant’s GPO and the CMHS TRAC administrator (Danyelle Mannix). 

• The interview can be administered in one of two ways.  You can either use a 
printed paper tool or you can enter data directly into the TRAC web-based 
system. 

• The instructions in the Question-by-Question guide explain how to 
administer the paper tool; however, if you and your staff have the 
capability, you may enter data directly into the TRAC system, by-passing 
the use of the paper tool. 

 One slight difference between the two methods is that while 
administering the paper tool, you will have to follow skip patterns 
throughout the interview while the web-based system is programmed 
to automatically skip items based on a consumer’s responses. 

• Some of the questions will ask the consumer to report on aspects of their life 
or treatment “within the past 30 days.”  For these items, you may find it 
helpful to have a calendar handy to help consumers remember back over 
the past month in order to get more accurate responses. 

 

 

 

 

6



Child Services Tool 

v" Can be used to interview either the child or the 
caregiver 

v"Contains question stems for both types of 

interviews 


Note: The term "consumer" in the Client-level Measures Question-by-
Question Instruction Guide and in this presentation refers to the 
Child or Caregiver (whomever is being interviewed) 
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The Child Services tool (Combined Child or Adolescent and Caregiver 
Respondent version) can be used when either the child or the caregiver is 
being interviewed on behalf of the child or adolescent. It includes the 
question stems for both the child/adolescent and caregiver and the 
interviewer would use the appropriate stem based on who is being 
interviewed. 

Please note – Either the child or the child’s caregiver must be interviewed for 
the purposes of the TRAC data collection; interviews of both individuals are 
not required. The rules for whom to interview are generally as follows:
  

Interview the: 

• Child or Adolescent if the Child is age 11 or older 

• Caregiver (on the behalf of the Child/Adolescent) if the Child is age 10 or 
younger 

Note: If possible, please attempt to maintain consistency across consumer 
interviews to avoid problems related to inter-rater reliability; i.e., if the child is 
interviewed initially, the child should be interviewed for reassessments and 
for the duration of his/her treatment. 
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Interview Questions 

• 	 Items to read out loud: 
v'Each question as it is written 
v' lnstructions and responses in sentence-case 

• 	 Items not read out loud: 
v' lnstructions in ALL CAPS, italicized, or [in brackets] 

• 	 Open-ended questions: 
v'All response categories are in capital letters 
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Keep these points in mind while asking the questions during the 
interview. 

• Some items need to be read out loud to the consumer. 

• Read all the questions out loud exactly as they are written. 

• Feel free to introduce a new section of questions as you move 
through the interview.  For example, you might want to introduce the 
education & employment section by saying something like: “Now I’m 
going to ask you some questions about your education and 
employment”. 

• Read instructions and response categories that are written in 
sentence case outloud, which means in a normal mix of upper and 
lower cases, like the first bullet on this slide. 

• Some items should never be read out loud to the consumer. 

• Items, instructions or responses that are IN ALL CAPS, italicized, or 
[in brackets] should not be read to the consumer.  For example, 
responses such as REFUSED and DON’T KNOW should not be 
provided as an option to the consumer, but they are available for you 
to use if the consumer does refuse or doesn’t know the answer to a 
question. 
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• Open-ended questions are questions where you don’t read any of the response 
options  because you want to get the consumer’s answer in their own words.  If a 
question has all response categories in capital letters, that means it is open-
ended.  One example of this type of question is the education question which 
asks: “What is the highest level of education you have finished, whether or not 
you received a degree?”  For this question, you should read the question and wait 
for the consumer’s response, then record their response in the appropriate 
category.  
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Sensitive Issues 

• Some interview items touch on sensitive issues 

• Some consumers may feel uncomfortable 
./Provide reassurance that responses are confidential 

and only linked by a code to maintain their anonymity 

./Explain that the information will be used to understand 
how the grant-funded project is doing 
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The Services tool contains some items that ask about a consumer’s 
substance use and psychological distress. When being asked these 
questions, consumers may feel uncomfortable revealing this information. It is 
important that you: 

• Reassure the consumer that his/her answers are confidential, and will not 
be linked to their name in any way. 

• Explain that the information is used to understand how the grant-funded 
project is working. 
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Conducting the Services Interview 

• Attitude, knowledge, and experience when 
conducting these interviews is important. 

• To help to put the consumer at ease: 
v" Remain sensitive to potential differences between 

yourself and the consumer 


v" Maintain a professional and neutral manner 


v" Directly address questions or concerns 
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Your attitude when asking these questions is also important.  Your 
knowledge and experience as a service provider can help to make the 
consumer feel at ease when you: 

•   Are sensitive to potential differences between yourself and the 
consumer. These can include differences in age, race/ethnicity, gender, 
culture, education, experience or other factors. 

•   Maintain a professional and neutral manner. 

•   Directly address the consumer’s questions or concerns by relying on the 
question-by-question guide. 
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NOMs Client-level Measures 

(Services Activities) 


Data Collection Requirements 
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Now I am going to review the data collection requirements.  I’ll briefly 
describe the requirements for each interview type, and the differences 
between conducted and administrative interviews. 
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Who to Interview 
• 	 All active consumers receiving CMHS grant-funded 

services 

• 	 Episode of care (CMHS-definition): 
~Begins when the consumer enters treatment/services; and 

~Ends when the consumer is discharged OR after a lapse in 
services of 90 calendar days or more. 

~A new episode of care begins when a consumer returns for 
treatment after having been discharged or after a lapse in 
services of 90 calendar days or more. 
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1. DATA COLLECTION IS REQUIRED FOR all consumers who are actively 
receiving services from a CMHS-funded program. 

• An active consumer is someone who has NOT had a lapse in service 
for 90 calendar days or more OR has not yet been discharged. 

• For ease of presentation, I am going to speak as if you are 
interviewing the child consumer, but don’t forget that you can 
interview the caregiver for younger children. 

2. An EPISODE OF CARE begins when a consumer enters 
treatment/services (as defined by your program) and ends EITHER when 
the consumer is discharged and no longer receiving treatment/services 
or experiences a lapse in services of 90 calendar days or more. 

3. Each time a consumer returns for services after having been discharged  
or after a lapse in services of 90 calendar days or more a NEW 
EPISODE OF CARE begins. 

• PLEASE NOTE that: the same CONSUMER ID# should be used for a 
consumer each time they return (or re-enroll) in services.  In other 
words, DO NOT assign a new CONSUMER ID# to a consumer who is 
returning for a 2nd OR ADDITIONAL episode of services. 
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Special Situations 

• 	 It may not be feasible to interview consumers 
experiencing crisis or trauma 

• Consumers with serious mental illness may not be 
able to complete the interview in one sitting 
-	 In these cases, complete the interview as soon as 
possible, but no longer than 30 days after your first 
attempt 
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If a consumer is experiencing trauma or crisis, it may not be feasible to 
conduct an interview. Similarly, consumers with serious mental illness may 
not be able to complete the interview in one sitting. 

• In such a situation, you should conduct the interview as soon as possible, 
but no longer than 30 days after your first attempt.  This is likely to apply 
mostly to baseline interviews, however no interview should never 
interfere with the provision of services. It is ok to conduct an interview 
with people who have serious mental illness in multiple sittings.  In all 
other cases, the interviews should be conducted in one sitting. 

• You should be aware that it is advantageous to complete the baseline 
assessment interview as close to the onset of treatment/services—as it is 
more likely that the change in outcomes from baseline assessment to 
reassessment will indicate an improvement. 
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Data Collection Points 

• Baseline 
• Reassessment 
• Clinical Discharge 

Note: Refer to Tables 1 and 2 in the Question-by-Question Instruction 
Guide for Child Programs 
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For every consumer who is receiving services from your CMHS-funded 
project, you must administer the Services tool at: 

1. Baseline, (or beginning of treatment) 

2. Reassessment, and 

3. Clinical Discharge 

Detailed information on the data collection time points can be found in 
Table 1 and Table 2 in the Question-by-Question guide (AVAILABLE on 
the TRAC website). 

At all data collection time points, you should conduct an interview if possible. 
If that is not possible, you should submit an administrative record.  However 
administrative records are not desirable. 
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Baseline Requirements 
Conduct an interview at: 

• 	 First Service Encounter - for new consumers 

• 	 New Episode of Care - for consumers returning for additional 
treatment after having been discharged and/or after losing 
contact for more than 90 calendar days 

• 	 Next Service Encounter - for existing consumers after grant 
initiates TRAC 

Submit Administrative Baseline data: 
• Consumer refuses or is unable to consent to the interview 
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The Baseline Interview must be conducted at: 

• The first service encounter with a new consumer or the start of a new 
episode of care for a consumer returning for additional treatment after 
being discharged. 

• It must also be conducted with consumers who began receiving grant-
funded services prior to the initiation of TRAC. For these consumers, it is 
expected that you complete the baseline at the next service encounter, 
following the initiation of TRAC.  

• Lastly, it must be conducted with consumers who are returning for a new 
episode of care after being discharged or lost to contact for 90 days or 
more.  **Please remember that in the case of a consumer returning for a 
new episode of care, you will be using the same Consumer ID# as was 
used for their initial episode of care. 

An administrative baseline must be collected when: 

• You are unable to get an interview due to a consumer refusing or not 
being able to consent to the interview.  
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Baseline 1.nterview 

Record Management 

* 	Section A- Demographic Data 

* 	Section B - Functioning & Military Family and Deployment 

* 	Section C - Stability in Housing 

* 	Section D - Education 

* 	Section E - Crime and Criminal Justice 

* Section G - Social Connectedness 

Section H - Program Specific Questions 
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The Baseline interview consists of these 7 sections. 

• The first Section—Record Management is information about the consumer
interview (such as date of interview, and assessment type, etc.) and is
completed by you.

• The remaining sections include items that are asked of the consumer.

• Section H consists of program specific data.  Some, but not all, CMHS grant
programs require Section H.  Your program will provide you instructions if you
need to complete Section H.
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Administrative Baseline 

• Record Management 
• Section A - Demographic Data 
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When a baseline interview is not conducted you are required to submit an 
administrative baseline. 

An administrative baseline record consists of items in these 2 sections only: 

• Record Management 

• Section A – Demographic Data 

These items are NOT asked of the consumer. 
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Reassessment Requirements 

• Grantees are not responsible for: 
../ Finding consumers to conduct Reassessment 


(Services Activities) interviews 


Note: This does not apply if a reassessment interview is a program or 
grantee project requirement 
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You should know that grantees are NOT RESPONSIBLE for finding or 
tracking the consumer to conduct a reassessment interview. This does not 
apply if a reassessment interview is a program or grantee project 
requirement. 
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Reassessment Requirements 

• Grantees are responsible for: 

./Conducting reassessment interviews every 6 months 
(180 days) 

./Submitting administrative information in the absence of 
an interview, as applicable 
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Grantees ARE, however, responsible for: 

• Conducting reassessments every six months (which is calculated as 180 
days) throughout a consumer’s entire episode of care. 

• Submitting an administrative reassessment if you are unable to 
conduct an interview with the consumer.  

The initial reassessment interview should be conducted 180 days 
(approximately 6 months) from the Baseline interview date (or the date the 
baseline was attempted).   

Thereafter, reassessment interviews should be conducted every 6 months 
for the duration of the consumer’s treatment.. 

NOTE:  

• As I mentioned earlier, for all baselines you are asked to enter the month 
and year for when the consumer first received services.  It is this date 
that will be used to calculate when future reassessment interviews will be 
due if the baseline interview was not conducted. 

• Also, remember that 6 months is calculated as 180 calendar days. 
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Reassessment Interview 

Record Management 
* Section B - Functioning 
* Section C - Stability in Housing 
*Section D - Education 
* Section E - Crime and Criminal Justice 
* Section F - Perception of Care 
*Section G - Social Connectedness 

Section I - Reassessment Status 
Section K - Services Received 
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The reassessment interview consists of these 9 sections. 

• The sections listed with an asterisk—Sections B (except for questions 5 and 6 
for Military Family and Deployment), C, D, E, F & G—contain the questions 
asked of the consumer. 

• For the reassessment interview—Items in Record Management, and Sections I 
and K are completed by you about the consumer and are NOT ASKED of the 
consumer. 

• If you are using the Services tool on paper to conduct the interview, please 
NOTE that: 

• Section A – Demographic Data is not required for reassessment 
interviews. 
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Administrative Reassessment 

• Record Management 
• Section I - Reassessment Status 
• Section K - Services Received 
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When a reassessment interview is not conducted you are required to submit 
an administrative reassessment. 

An administrative reassessment record consists of items in these 3 sections 
only: 

• Record Management 

• Section I – Reassessment Status 

• Section K – Services Received 

These items are NOT asked of the consumer. 
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Clinical Discharge Requirements 
• Grantees are not responsible for: 

./Finding consumers to conduct a Clinical Discharge 
(Services Activities) interviews* 

• Grantees are responsible for: 
./Submitting administrative information in the absence of 

an interview, as applicable 

*Note: This does not apply if a clinical discharge interview is a 

program or grantee project requirement 
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Grantees are not responsible for finding the consumer to conduct a 
discharge interview. 

• However, if a discharge interview is a program or grantee project 
requirement, this rule does not apply. 

Grantees are responsible for submitting discharge interviews (or 
administrative discharges) within 30 calendar days of the consumer’s 
discharge date. 
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Clinical Discharge Interview 

Discharge interviews are conducted: 
• On the day of discharge (when possible); and 

• Whenever a consumer is discharged from 

treatment/services: 


../Grantees define discharge for their program; however, if 
they do not have a definition of discharge OR the consumer 
experiences a lapse in services for 90 calendar days or 
more (CMHS definition of discharge)-consumer is 
considered discharged 
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The discharge interview should be conducted: 

• at the time of discharge; and 

• whenever a consumer is discharged from the project. 

The definition of Discharge is determined by the grantee.  

• However, if the consumer experiences a lapse of services for 90 
calendar days or more or has died—then they are considered 
discharged in accordance with the CMHS default definition of 
discharge. 

• If either of these conditions are true, then you must enter an 
administrative discharge record for the consumer in the TRAC system. 

A COUPLE OF IMPORTANT NOTES ABOUT DISCHARGES: 

1. If a reassessment interview was conducted within 30 calendar days of 
the discharge: 

• a discharge interview does not need to be conducted 

• however, you must enter an administrative discharge record in 
TRAC for reassessments to no longer be due. 
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2. However, if the status of the last reassessment was NO CONTACT WITHIN 90 
DAYS OF LAST ENCOUNTER: 

• a discharge record does not need to be submitted. 

•the reporting of this status ends the episode of care and stops reassessments 
from coming due for this consumer. It essentially serves as the administrative 
discharge for this consumer.  
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Clinical Discharge Interview 

Record Management 
* Section B - Functioning 
* Section C - Stability in Housing 
*Section D - Education 
* Section E - Crime and Criminal Justice 
* Section F - Perception of Care 
*Section G - Social Connectedness 

Section J - Clinical Discharge Status 
Section K - Services Received 
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The Discharge Interview consists of these 9 sections—the same sections required 
at reassessment with one exception: Section J—Clinical Discharge Status in 
place of Section I. Section J is only asked at discharge. 

Again:  

• the sections listed with an asterisk—are items asked of the consumer. 

• Record Management and Sections J & K—contain items that are completed by 
you, and not asked of the consumer.  
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Administrative Clinical Discharge 

• 	 Administrative information is required if the CMHS 
default definition is true: 
./ The consumer has had no contact with the grantee for 90 

calendar days; or 

./ Has died 


• 	 Record Management 

• 	 Section J - Clinical Discharge 

• 	 Section K - Services Received 
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When a Discharge Interview is not conducted you are required to submit 
an administrative discharge record. 

Again, this occurs in accordance with the CMHS definition of discharge: the 
consumer has had no contact with you or other grant staff for 90 calendar 
days or has died. 

For an Administrative Discharge you will complete: 

• Record Management 

• Section J – Clinical Discharge Status  

• Section K – Services Received 
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NOMs Client-level Measures 

(Services Activities) 


Interview Rates and Timeframes 
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In this section of the presentation, I will describe the expected interview rates 
and the timing for each type of interview. 
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Interview Rates 

aseline 

Expected Rate = 100% 

Minimum Rate =100% 


Reassessment 
• Expected Rate = 1 00% 
• Minimum Rate = 80% 

Clinical Discharge 
• Goal Rate = 100% 
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The expectations for interview rates for TRAC are as follows: 

Baseline 

• The goal is 100%  

• It is expected that you will complete a Baseline interview with all 
consumers. 

Reassessment 

• The goal for Reassessment Interviews is 100%.  However, the minimum 
acceptable reassessment interview rate is 80%. 

• You must attempt to reassess all consumers. 

• If you are unable to conduct a reassessment interview an 
administrative reassessment record must be submitted. 

• However, Administrative Reassessments do not count towards the 
Reassessment Interview Rate. 
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Clinical Discharge 

• The goal for Clinical Discharge Interviews is 100%.   

•  You must attempt to do a Clinical Discharge interview with all consumers. 

•  You are expected to submit a discharge record (interview or administrative 
discharge) for each consumer who is no longer receiving services. 
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Timeframes: Data Collection 

Data Collection for Interviews 
Baseline: within 7 calendar days of enrollment 

Reassessment 
v' 30 calendar days +/- 6 months (180 calendar days) post 

baseline date 
v' Every 6 months for the duration of the consumer's treatment 

Clinical Discharge: At time of discharge 
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The timeframes for data collection are as follows: 

• Baseline – the interview must be conducted within 7 calendar days of 
the consumer enrolling in the program.  

• As we mentioned earlier, if the interview cannot be conducted at 
baseline, it must be conducted as soon as possible—the grace period 
cannot exceed 30 calendar days. 

• The first 6 month Reassessment-must be conducted 6 months (180 
calendar days) from the baseline interview date; you can conduct the 
interview 30 calendar days before OR after the due date. Thereafter, a 
reassessment must be conducted every 6 months for the duration of the 
consumer’s treatment.  

• Discharge–interviews should be conducted at the time of discharge. 
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Example Reassessment Windows 

 


 
   

   




Note: If you conduct a Reassessment interview after submitting an 
Administrative Reassessment in TRAC for the same reassessment time 
point, you will need to delete the administrative record prior to entering 
the interview data. 
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This slide illustrates windows of eligibility for reassessments. Please note that the 
windows are illustrated by the thick purple lines. 

In this example, the consumer completed a baseline on January 1st. 

• The 1st reassessment would then be due on 6/30 

• The window of eligibility for completing the interview is 30 calendar days 
before or after the due date. 

• In other words, you have from 5/31 to 7/30 to conduct the interview.  

• If you are unable to conduct the interview, you will need to collect a 
reassessment admin instead. It should be completed within the same 
timeframe. 

• The due date for the 2nd reassessment is, again, measured from the intake 
date of January 1st.   

• Therefore, the actual due date for the 2nd reassessment is 12/27.   

• Following the same rule, the window of eligibility for the 2nd reassessment is 
30 calendar days before or after 12/27.   

• You have from 11/27 to 1/26 to conduct the 2nd reassessment. 

Please note, the dates in the examples do not account for dates in leap years. 
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Timeframes: Data Entry 

CMHS guidelines for data entry 

• All interviews-enter within 30 calendar days of 

interview date 


• Administrative records: 
- Reassessments: enter within 30 days of the interview 

due date 
-	 Clinical Discharge: enter within 30 calendar days of 

discharge 
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CMHS guidelines for when to enter data are as follows: 

• All interviews must be entered within 30 calendar days of interview date. 

• Administrative Reassessments must be entered within 30 days of the 
interview due date. 

• Administrative Discharges must be entered within 30 calendar days of the 
date of discharge. 
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Timeframes: Data Entry Lock 

Final deadlines for data entry are shown below : 

Services Data Collected During thisPeriod: 
Grantee should enter 

(Interviews and 

admlns}:

System Lock Date 

:=:==============================~~~~~==~~= ~~~~~~~~~~~~

Quarter 1: October 1 to December 31 
Within 30 days of the 

interview date or when 
the interview was due 

OR 

Within 30 days of the 
discharge 

April 151 

Quarter 2: January 1 to March 31 July 1" 

Quarter 3: April 1 to June 30 October 1" 

Quarter 4: July 1 to September 30 January 1'1 
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This slide shows the lock dates 

• The final deadline for data entry for all data, interview or administrative, is by the 
end of the quarter following when the data was collected.  

• For example if an interview is conducted between July 1 and September 30 it 
should be entered into TRAC within 30 days of the interview date. The system 
will lock as of January 1 and this record will not be able to be entered into the 
TRAC system after that time.  

• If a reassessment interview is due on June 15 and the interview is not conducted 
for some reason you will need to enter the administrative reassessment record 
into TRAC before July 15 and the system will lock on October 1.  

• For Administrative Discharge Records you should enter the record within 30 
days of the discharge. For example, if a consumer was discharged on August 
1st, the record should be entered into TRAC before August 31st. In this case, the 
system will lock on January 1. 
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NOMs Client-level Measures 
(Services Activities) 

Questions? 

32 

Are there any questions about the data collection and interviewing guidelines, data 
collection requirements, or interview timeframes before we move on to a review of 
the questions? 

35



NOMs Client-level Measures 
(Services Activities) 

Question-by-Question Instruction Guide 
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In the next part of this training I am going to provide you with an overview of 
the Consumer NOMs Client-level Measures Question-by-Question 
Instruction Guide. I will first go over the general organization of the guide, 
and then I will review each section of the Services tool, through a brief 
review of the Question-by-Question guide. 

It might be helpful for you to have the question-by-question guide and the 
tool handy for this part of the presentation. 
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Question-by-Question Instruction Guide 

Overview 


• 	 Organization 
V' Same as the NOMs Client-level Measures (Services) tool 

• 	 Key Components 
vi' Section Overview 
vi' Intent/Key Points 
vi' Additional Probes 
vi' Coding Topics 
vi' Cross-Check Items 

vi' Skip Patterns 
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The Question-by-Question guide is organized according to the sections of 
the NOMs Client-level Measures, commonly referred to as the Services tool. 

The following information is provided about each section and item on the 
Services tool: 

• An overview of each section. 

• A description of the intent and key points of the question or set of 
questions. 

• Additional Probes which include suggestions for probes that may be 
used to help prompt the consumer’s memory during the interview 

• Coding Topics which clarify how to code consumer responses. 

• Cross-Check Items, which alert the interviewer to which related items 
and answers should be verified if there appears to be a contradiction in 
information reported during the course of the interview. 

• Skip Pattern indicates which items should be skipped and under what 
circumstances.  In other words, there are certain questions that do not 
need to be asked based on a consumer’s answer to previous questions. 
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Record Management 

./ Required for every interview and all administrative data 

./ Reported by grantee (not asked of the consumer) 
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The first subsection of the tool, RECORD MANAGEMENT—is required for 
every interview and administrative record.  Information in this subsection 
includes items NOT ASKED of the consumer, but ARE completed by you. 
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The information in the Record Management subsection provides the TRAC 
system with information about the grantee and consumer and includes three 
types of ID numbers: 

1.  Consumer ID—this is a unique consumer identifier that is chosen by the 
grantee.  

• Specific details about characters that can be used to create an ID can 
be found in the Question-by-Question guide.  ONE VERY 
IMPORTANT POINT, however, is that you SHOULD NOT use any 
information in the ID# that could potentially identify the 
consumer (e.g., parts of the consumer’s name, initials, date of birth, 
SSN, etc.) 

• The same number should be used for a consumer through each of 
his/her interviews and through each new episode of care.  In other 
words, no matter how many times the consumer returns for services, 
the same Consumer ID should be used. 

• This is designed to allow for tracking a specific consumer throughout 
all the interviews and episodes of care, while protecting his/her 
identity. 
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2.  Contract/Grant ID—this is your CMHS assigned grant number.   

• The identifier begins with a single number between 1 and 5.  For example, a 
grant ID may be 1 SM12345.   

• For the purpose of the TRAC system, the first number is not needed—so the 
identifying portion is SM12345 (a maximum of 10 digits may be used). 

3.  Site ID 

• The purpose of the site ID is to associate consumer data entered by a site to 
the appropriate grant in the TRAC system.  All Services Grants will need to set 
up a Site ID via the TRAC website.  

• To create a Site ID, Project Directors will need to login and click the ‘My 
Account’ menu item, then on ‘Update My Grant’ and fill out the fields under the 
section ‘For Consumer Service Program Grants Only’. This includes the 
question, “Is your Organization currently providing direct services under this 
CMHS funded grant?” and “Do you have a contract or other relationship with 
another organization to provide direct services?”; then enter your Organization 
names as applicable and click Submit. The TRAC Help Desk will then create a 
Site ID based on your organization and agency information and will send you 
the Site IDs via email. Without a Site ID, you will be unable to enter interviews. 
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Next you will be asked to provide information about the record you are 
entering: 

To begin we’ll go through the steps for completing a new Baseline interview.  
Each time you complete a Baseline interview, you will need to provide the 
following information: 

• For Question 1, Indicate Assessment Type —you would choose 
Baseline—indicating that you are entering the initial assessment  for a 
new or returning consumer.  Then enter the month and year when the 
consumer first received services under the grant for this episode of care. 

• For Question 2, “Was the interview conducted?”, check YES 
indicating that you completed a face-to-face interview with the consumer. 
You will then enter the date of the interview.  

• Lastly, you’ll indicate whether the respondent for the interview was the 
child or the caregiver [if child, note that it is preferred that the 
interview only be conducted with children age 11 and older] 

You would then proceed to Section A: Demographic Data. 
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If you were unable to conduct a baseline interview – for example, the 
consumer refused the interview - you are still required to submit a baseline 
record for the consumer. For this type of record you will be required to 
submit the following information. 

In Record Management: 

• For Question 1, indicate  Assessment  Type—In this case, you would 
again choose Baseline—indicating that you are entering the initial 
interview for a new or returning consumer, 

•  Then enter the date the consumer first received services funded by 
this grant for this episode of care. 

• Question 2, ‘Was the Interview Conducted’, is where you will indicate 
whether or not you completed a face-to-face interview.  In this case the 
answer would be No. 

• You will then need to indicate why the interview was not 
conducted. Select one response from the following choices: unable 
to obtain consent from proxy, the consumer was impaired or unable to  
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provide consent, the client refused this interview only, the consumer was not 
reached for interview, or the consumer refused all interviews.  

• If you select the response option “consumer refused all interviews”, you 
will not need to submit reassessment data and will not receive notification 
for future reassessments for this consumer. However, you will be 
responsible for submitting an administrative discharge for the consumer. 
This includes completing the record management section and Sections  
J & K. 

• You would then proceed to Section A: Demographic Data. 
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If you conducted a face-to-face interview with the consumer at Reassessment, you’ll 
need to provide the following information: 

• For Question 1, Indicate you are doing a Reassessment  

• For “Which reassessment?” enter 06 for a 6–month, 12 for a 12–month, 18 for 
an 18–month assessment, etc. 

• Then answer YES to the question “interview conducted?” and enter the date 
the interview was conducted under “When?” 

• Indicate in #3 if the respondent was a child or caregiver, then continue to 
Section B. 
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When entering a Reassessment for which you did not conduct an 
interview—you will need to complete an Administrative Reassessment 
record. For this you will complete the following information: 

• For Question 1, Indicate you are doing a Reassessment   

• For “Which reassessment?” enter 06 for a 6–month, 12 for a 12–month, 
18 for an 18–month assessment, etc. 

• You’ll then answer No in response to the item, “Was the interview 
conducted?”—indicating that you did not complete a face-to-face 
interview with the consumer.  You’ll then need to provide a reason for why 
the interview was not conducted. You will choose from 5 possible reasons 
as follows: 

1. Not able to obtain consent from proxy 

2. Consumer was impaired or unable to provide consent 

3. Consumer refused this interview only           
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4. Consumer was not reached for interview      

5. Consumer refused all interviews   

• If you select this last response option, “consumer refused all interviews”, 
you will not need to submit reassessment data after this assessment, and 
will not receive notification for future reassessments for this consumer. 
However, you will be responsible for submitting an administrative 
discharge for the consumer once he/she has completed treatment or 
is lost to follow-up. This includes completing the record management 
section and Sections J & K.  

In the case of a Reassessment where no interview was conducted, you’ll then 
continue to Section I.   
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When entering a Clinical Discharge—you will need to indicate, the type of 
assessment (clinical discharge) and, 

• If the discharge interview was conducted check Yes on Question 2, then enter 
the date the interview was conducted. Next indicate in #3 if the respondent 
was a child or caregiver, then continue to Section B. 

• If the Discharge interview was NOT conducted, check No for Question 2. Then 
indicate why the interview was not conducted—choosing from the 5 
reasons we reviewed earlier: 

1. Not able to obtain consent from proxy 

2. Consumer was impaired or unable to provide consent 

3. Consumer refused this interview only           

4. Consumer was not reached for interview 

5. Consumer refused all interviews      

• Again, if you select the last response option, “consumer refused all 
interviews”, you will not need to submit reassessment data after this 
assessment, and will not receive notification for future reassessments for 
this consumer. However, you will be responsible for submitting an 
administrative discharge for the consumer once he/she completes 
treatment or is lost to follow-up. This includes completing the record 
management section and Sections J & K. 

• You will then go to Section J.  
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Section A. Demographic Data 
./ Required only at Baseline 


./ Asked of consumer or collected from admin records 
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Section A—Demographic Data collects the consumer’s demographic 
information.  Demographic information is ONLY asked of the consumer at 
Baseline. It may also be obtained from admin records. For all other 
interviews you will go to Section B. 
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The second section collects the consumer’s demographic information.  
Demographic information is ONLY asked of the consumer at Baseline. It may 
also be collected from admin records at baseline. For all other interviews you 
will skip to Section B. 

• DO NOT complete a response based on the consumer’s appearance. Ask the 
question as it is written and mark the response given by the consumer.  

• Questions A1 & A2 (gender & ethnicity) have response categories in ALL 
CAPS which (as we mentioned at the beginning of this training) indicates that 
they should NOT be read to the consumer. 

• Question A2—regarding the consumer’s ethnicity, if answered YES, is a two–
part question: 

• The first part of question A2 asks the consumer if he/she is Hispanic or 
Latino. If the consumer answers YES to this item, then you must ask the 
follow-up question "What ethnic group do you consider yourself?” 

• The response categories (listed in sentence case) should be read to the 
consumer. 

• They may answer YES to more than one ethnicity; however, there must 
be at least one YES answered in these items.  

• If the consumer identifies an ethnicity that is not on the list, select 
OTHER, and record his/her response in the space provided. 
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• Question A3—asks the consumer to indicate his/her race(s).  

• Ask this question of ALL consumers, even those who identified themselves 
as Hispanic or Latino. 

• Read the response options—allowing them to indicate YES or NO to all that 
apply. 

• Question A4—asks for the consumer’s month and year of birth. 

• Only month and year are recorded for birth date to protect the identity of the 
consumer. 

• REMEMBER: REFUSED is always an acceptable response option for every 
question asked of the consumer. 
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Section B. Functioning & 

Military Family and Deployment 


Functioning : Required at all interview time points 


Military Family & Deployment: Required at Baseline Interviews only 


../ Asked of consumer 


45 

Section B focuses on issues of physical, emotional, and mental health, as 
well as substance use. Additionally, it covers questions related to military 
families and deployment. 

Section B’s Functioning questions are required at all interviews. Military 
Family and Deployment questions, however, are to be asked during Baseline 
Interviews only. 
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More specifically, Section B asks the consumer to report on his/her perception of 
their overall health, daily functioning, and use of tobacco, alcohol, and other 
substances during the Past 30 days and is required at all interview time points. 

• Question B1 asks the consumer to rate his/her overall health right now. This 
question applies to both physical and emotional health. The response categories 
(listed in sentence case) should be read to the consumer. 

• B2a–f ask about the consumer’s daily functioning during the past 30 days. For 
these items, read the instructions, then each statement followed by the response 
options ranging from “strongly disagree” to “strongly agree.”   

• Do not read REFUSED or NOT APPLICABLE (as indicated by ALL CAPS).   

• If the consumer refuses to respond to a statement, check REFUSED and 
proceed to the next statement.   

• If the consumer indicates that certain items do not apply to them, mark NOT 
APPLICABLE where it is provided. Otherwise ask the consumer to choose 
an answer. Items that do not provide NOT APPLICABLE as a response 
option are considered to apply to all consumers and require an answer or 
refusal. 

• NOTE: The only items in this section that allow for a response of NOT 
APPLICABLE are B2b –”I get along with family members” and  B2d—“I 
do well in school/work”  
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• Questions B3a–f ask how frequently the consumer experienced psychological 
distress during the past 30 days.  

• NOTE: If the caregiver is the respondent for this interview, this section will be 
skipped.  You’ll then be instructed to proceed to the optional GAF question on 
the following page to continue. 

• Again, you’ll read the instructions, then each statement followed by the response 
options ranging from All of the time to None of the time.  

• Do not read REFUSED or DON’T KNOW (as indicated by ALL CAPS).  If the 
consumer refuses to respond to a statement, check REFUSED and proceed to 
the next statement. 
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• Questions B4a–l record information about the client’s use of tobacco, alcohol 
and other substances in the past 30 days.   

• NOTE: If the caregiver is the respondent for this interview, this section will be 
skipped—you’ll be instructed to proceed to the optional GAF question on the 
following page to continue. 

• If you’re interviewing the child, you’ll read the instructions, then each question 
followed by the response options ranging from Never to Daily or Almost daily. 

• Do not read REFUSED or DON’T KNOW (as indicated by ALL CAPS).  If the 
consumer answers NEVER or refuses to respond to a statement, simply mark 
their answer and continue to the next question. 
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PLEASE NOTE: While some of these substances may be prescribed by a doctor 
(e.g., stimulants, sedatives, opiates) the intent of these items is to collect data on 
the non-medical use of these types of prescription drugs.  Therefore, any 
unprescribed use of any substance should be recorded here (e.g., taking more than 
what was prescribed, taking someone else’s prescription medication, misuse of 
OTC medications such as cough syrup or cold medicines) 

A COUPLE OF OTHER NOTES ON THIS SECTION ARE: 

1.  If the consumer reports the misuse of over the counter drugs, you would code 
this as OTHER and specify the medication used. 

2.  If the consumer reports the use of e-cigarettes, you would code this as OTHER 
and specify e-cigarettes in the space provided. 

(#3 on next slide). 
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3.  If a consumer’s response to Item B4b (how often used alcoholic 
beverages) is once or twice or more often, you will need to ask one of 
two follow-up questions—depending on the consumer’s gender: 

• If the consumer is MALE—ask B4b1 (“How many times in the past 
30 days have you had five or more drinks in a day?”)  

• If the consumer is NOT MALE (female, transgender, or OTHER)—
you’ll ask B4b2 (“How many times in the past 30 days have you 
had four or more drinks in a day?”) 
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Section B may also collect the Global Assessment of Functioning (GAF) or Child 
Behavior Checklist (CBCL) Total Problems T-Score—this information is optional 
and submitted at the discretion of your project. 

• If you choose to collect/report this information, you will fill in the consumer’s 
GAF and/or CBCL Total Problems T-Score and the date on which you 
assessed the score. 

• This item is NOT asked of the consumer, but obtained from the consumer’s 
records. 

• Data entry requirements are that: 

• The date must be a complete date—partial dates are not allowed—and 
recorded in the mm/dd/yyyy format;  

• The date of either score must be prior to the current interview date but 
cannot be more than 6 months older than the current interview date. 

• GAF score must be between 0 and 100 

• The CBCL Total Problems T-Score must be between 23-100 

• PLEASE BE AWARE THAT IF A GAF or CBCL date is recorded, you must 
then also record a score (and vice versa)—both pieces of information will be 
required. 

• If you choose not to report a GAF/CBCL date/score at baseline—continue to 
question B6. 
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NEW SCREEN SHOT and NOTES 

• Question B5 and B6 are only asked at Baseline, so if you are conducting 
a reassessment or discharge interview, go to Section C. 

• This question is only asked of the consumer so if the caregiver is the 
respondent, go to question B6. 

• This question is only asked if the consumer is younger than age 18 so if 
the consumer is 18 or older, go to question B6. 

The intent of question B5 is to determine whether the consumer is serving in 
the U.S. military. This information will allow CMHS to better serve military 
families through service coordination between SAMHSA and other Federal 
agencies. 

• Read the question open-ended, record the consumer’s response, and go 
to Question 6. 
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The intent of question B6 is to determine whether the consumer has a family 
member or someone close to him or her that is currently serving on active duty or 
has previously served in the U.S. military, and if so, for which type of service. This 
information will allow CMHS to better serve military families through service 
coordination between SAMHSA and other Federal agencies. 

• This question is only asked at Baseline, so if you are conducting a 
reassessment or discharge interview, go to Section C. 

• Read the question followed by the response options, Yes, only one person, 
Yes, more than one person, and No. Do not read REFUSED or DON’T 
KNOW. 

• If the consumer responds that he/she does not have a relative or someone 
close to him/her currently serving or who previously served in the Armed 
Forces, the Reserves, or the National Guard, check No 

• If the consumer doesn’t know or refuses to answer, check DON’T KNOW or 
REFUSED 

• If the consumer responds that he/she has a relative or someone close to 
him/her currently on active duty or who previously served in the U.S. military, 
check either Yes, only one person, or Yes, more than one person. 

• Continue to Section C 
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Section C. Stability in Housing 
./ Required at all Interviews 

54 

The next section, Section C focuses on the consumer’s housing situation in the 
past 30 days and is required at all interviews. 
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The intent of questions c1a-d is to determine the consumer’s ability to maintain life within the 
community during the past 30 days.  

• Read each question to the consumer and record the number of days/times they have spent 
in each type of setting.  Do not read REFUSED and DON’T KNOW (as indicated by ALL 
CAPS) 

SUGGESTED PROBE: 

• If the consumer is having trouble remembering ask him/her to think about the past 
evening or past week and work backward in small increments. It may be helpful to have a 
calendar on hand. 

DEFINITIONS: 

• If the consumer is having trouble understanding some of the terms, refer to the 
definitions  

• HOMELESS—defined as living in a shelter, on the street (in cars, vans, or trucks), 
outdoors, or in a park. 

• HOSPITAL FOR MENTAL HEALTH CARE—defined as a hospital for the care and 
treatment of patients affected with acute or chronic mental illness; includes a stay in the 
psychiatric ward of a general hospital. Do not count veteran’s hospitals. 

61



• DETOX/INPATIENT OR RESIDENTIAL SUBSTANCE ABUSE TREATMENT 
FACILITY—defined as a medically supervised treatment program for alcohol 
or drug addiction designed to purge the body of intoxicating or addictive 
substances.  

• CORRECTIONAL FACILITY INCLUDING JUVENILE DETENTION CENTER, 
JAIL OR PRISON—defined as living in lockup and/or holding cells in courts or 
other locations, in addition to living in a prison facility. 

CROSS CHECK ITEM: 

• Before proceeding to C1e—make sure to cross check the total # of nights for 
items C1a-d.  The total cannot exceed 30 days—if it does, work with the 
consumer to clarify their answers until the total does not exceed the maximum 30 
days. 

SKIP: 

• If the number of nights reported for any one item in C1a-d is 16 or more 
nights  you will skip to Section D.  Essentially, answering that they have spent 
16 or more days in any one setting will automatically answer item C2 (where they 
have been living “most of the time” in the past 30 days)—allowing you to skip the 
question altogether.        
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• Item C2—records what the consumer’s living situation has been “most 
of the time” in the past 30 days.   

• Most of the time—is defined as 15 or more calendar days.   

• If the consumer reports that he/she has been living in 2 different 
places for 15 days each, record the most recent living 
arrangement. 

• The instructions for this item, ask you to not read the response options 
to the consumer and to select only one option.  Read this item as an 
open-ended question. 

• Although you will not read the response categories for this question to 
the consumer, you may use the list to further clarify the response for 
coding purposes.  

• Additionally, if the consumer responds with “hospital”—you will then need 
to find out from them what type of hospitalization it was, psychiatric or 
medical. 
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SUGGESTED PROBES: 

• If the consumer asks what is meant by where has he/she been living most of the 
time, you can clarify by asking “where has he/she has been staying or 
spending his/her nights”  It may be helpful to have a calendar on hand. 

• If the consumer is having trouble remembering ask him/her to think about the 
past evening or past week and work backward in small increments. In other 
words, “Where did you sleep last night? Or where did you sleep most of last 
week?”  Again, it might be helpful to have a calendar on hand. 
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To CODE this item: 

• You may ONLY check ONE response 

• If a consumer is living in a single room occupancy or single resident 
occupancy you would code this as OWNED OR RENTED HOUSE, 
APARTMENT, TRAILER, OR ROOM. 

• If a consumer’s living situation does not fit into one of the provided 
categories, you would code it as OTHER. PLEASE NOTE that if you choose 
OTHER you must specify the type of living situation.  For this verbatim 
response—please specify the type of housing arrangement and not the 
name or address of a program/facility (e.g., St. Mary’s or Westview 
Apartments). 

And as we’ve already mentioned, REMEMBER THAT: 

• If a consumer has been living in more than one place, you will need to record 
the place he/she was living for 15 or more calendar days, and  

• If he/she has been living in 2 places for 15 days each, record the most recent 
living arrangement. 
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Section D. Education 
../ Required at all Interviews 
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Section D gathers information on the consumer’s educational status and is 
required at all interview time points. 
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The intent of this question is to find out about the consumer’s attendance in 
school during the past 30 days.   

• PLEASE NOTE that in some instances, this will be a two-part question.  
For this item, if the consumer reports any absences from school in 
the past 30 days—you will then need to ask them “How many days 
were unexcused absences?” 

• If the interview is being conducted in the summer months (when school is 
typically not in session), NOT APPLICABLE is an appropriate response 
for this item. 
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The intent of D2—Highest Level of Education—is to collect basic 
information about the consumer’s formal education—whether a degree was 
obtained or not. 

• This can include education and/or degrees received while incarcerated. 

• Please refer to the Question-by-question guide for detailed response 
category definitions. 
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Section E. Crime and Criminal Justice 

./ Required at all interviews 

61 

Section E collects basic information about the consumer’s involvement with 
the criminal justice system and is required at all interviews. 
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The first item, E1, asks for the number of times the consumer has been formally 
arrested and charged within the past 30 days.  PLEASE reassure the consumer that 
their identify will be protected. 

• Also inform the consumer that: 

• They should only count formal arrests for this item—NOT times when 
the consumer was just picked up by police or questioned. 

• By ARREST we mean that a consumer has been seized/restrained by law 
enforcement and remained in custody of authorities for criminal charges. 

• If there is more than one charge for a single arrest, count the arrest only 
once; however, if a consumer reports multiple arrests for the same 
charge, count each arrest separately. 

• NOTE: If this is a Baseline Interview, you will now go to Section G—Social 
Connectedness (skipping Perceptions of Care). 
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Section F. Perception of Care 
./ Required at reassessment or clinical discharge interviews only 
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Section F asks the consumer to rate his/her perception of the services he/she 
has received over the past 30 days.  This section is only required at 
Reassessment or Discharge. 
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Items in this section are intended to gather information about the consumer’s 
perception of services received during the past 30 days.  It is important to ask 
the consumer specifically about their perceptions during the past 30 days. 

• For this section, read the Instructions, then each statement followed by the 
response options ranging from Strongly Disagree to Strongly Agree.  DO 
NOT read REFUSED as an option. 

• It is important to read all of the statements regardless of whether the consumer 
refuses to respond to one of the statements.  So, if the consumer refused to 
answer question F1a, check REFUSED and proceed to question F1b. 

• PLEASE CLARIFY that the statements referring to mental health and related 
services, treatment and/or medications.  The statements do not refer to 
services/treatment received for other issues. You may want to consider 
preparing a list of grant-funded services that can be read to the respondent if 
necessary.  
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• F2—asks you to indicate who administered the Perception of Care section.  

• PLEASE NOTE: This question is answered by you, and is not asked of the 
consumer. 

• Please only use the OTHER category in cases where no other category 
provided adequately describes who completed this portion of the tool with 
the consumer. 

• In many cases, the service provider may also be the person conducting the 
interview.  If this is a concern, you may choose to designate another person 
other than the service provider to conduct this portion of the interview. For 
additional technical assistance on identifying another person to ask 
these questions, please contact the TRAC HelpDesk. 
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Section G. Social Connectedness 
./ Required at all interviews 
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The final section of questions asked of the consumer is Section G—Social 
Connectedness.  This section collects information about the consumer’s recent 
social support network, other than mental health care providers. 

This section is required at all interviews. 
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The intent of these items is to gather information about the consumer’s perception 
of his/her social support during the past 30 days. 

• For this section, simply read the instructions, then each statement followed by 
the response categories ranging from Strongly Disagree to Strongly Agree—
not reading REFUSED as an option. 

• Again, it is important to read all of the social connectedness statements 
regardless of whether the consumer refuses to respond to one of the 
statements.  

________________________ 

• At the end of Section G, you are given three different skip instructions: 

•  If this is a Baseline Interview—you will stop at this point, the interview is 
complete. 

•  If this is a Reassessment Interview—you will go to Section I (items not 
asked of the consumer, so can be coded after the consumer leaves). 

•  If this is a Discharge Interview—you will go to Section J (also items not 
asked of the consumer). 
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Section H. Program Specific Questions 
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Some, but not all, CMHS programs have program specific data that is 
submitted to TRAC. 
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If your program requires Section H, you will receive guidance from CMHS on 
how and when to collect that data. 

If your program does not require Section H, you may skip this section. 

Currently, NO CHILD PROGRAMS are required to collect data for Section H. 
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Section I, Reassessment Status 
./ Required for reassessment interviews and administrative records 

./ Reported by grantee (not asked of the consumer) 

70 

Section I is used to determine the status of the consumer at reassessment and 
contains information that is required of all reassessments—both interviews and 
administrative reassessments. 

Again, this information is reported by you and not asked of the consumer. 
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The first item in Section I asks if the grant staff has had contact with the consumer within 
90 days of the last encounter, or assessment. 

• Contact refers to actual services provided, referrals/phone calls made related to a 
treatment or service plan (not for scheduling appointments), crisis intervention, or 
emergency services. 

• Simply answer this item YES or NO 

• For this item, you would answer “NO” if the grant has not had contact with the 
consumer for 90 calendar days or more and know nothing more about the 
consumer’s status. 

• If NO is selected—you will be required to conduct a new Baseline interview for the 
consumer if they re-enroll in services—this essentially ends the episode of care for 
the consumer. 

_____________________________ 

The second item in Section I asks for you to report if the consumer is still receiving 
services from the CMHS-funded program at the time of reassessment. 

• This question refers to services that are specifically funded by your CMHS grant. 

• Answer this with either YES or NO. 
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Section J. Clinical Discharge Status 
./ Required for clinical discharge interviews & administrative records 

./ Reported by grantee (not asked of the consumer) 
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Section J contains information that is required of all discharges—both interviews 
and administrative discharges. 

Again, this information is reported by you and not asked of the consumer. 
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The first item in Section J is where you will enter the date the consumer was 
discharged from your program— this is NOT necessarily the same as the 
discharge interview date. 

A COUPLE OF IMPORTANT POINTS ABOUT THE DISCHARGE DATE: 

• Enter the date for this item in a  MM/YYYY format. Only month and year are 
collected to protect the identity of the consumer. 

• The discharge date must either be the same as or after the date of the 
discharge interview, but it cannot be earlier. 

_______________________________________ 

Question J2 records the primary reason for discharge.  

• If more than one applies, choose the MAIN reason for discharge—DO NOT use 
the OTHER response to record more than one. 

• You can find the detailed definitions for each response category in the Question-
by-question guide. 

• PLEASE NOTE: You will be required to conduct a new baseline interview for the 
consumer if the consumer re-enrolls in services 
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Section J. Clinical Discharge Status 

J1. Clinical Discharge Date 
Coding: 
• 	 Grantee defines clinical discharge 
• 	 If no definition, then CMHS default definition supersedes: 

../ Admin completed when the consumer has had no contact with 
the grantee for 90 calendar days or has died 

• 	 Submit all discharge data (interview or administrative) into the 
TRAC system within 30 calendar days of: 

./interview 

../Clinical discharge without interview 

./Receiving notification of a consumer's death 
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A COUPLE OTHER THINGS TO NOTE ABOUT COLLECTING A DISCHARGE 
include: 

1. The CMHS definition of discharge is when the program has lost contact with a 
consumer for 90 calendar days or more, or the consumer has died. 

2. However, you—the grantee—may define what discharge is for your program. 

• But, if YOU DO NOT HAVE A DEFINITION FOR DISCHARGE in your 
program or the consumer has lost contact for 90 calendar days or more or 
has died, then use the CMHS definition. 

All discharge data (interviews or administrative discharge records) must be entered 
in the TRAC system within 30 calendar days. 

**In the case of a consumer’s death, data must be submitted within 30 calendar 
days of notification. 
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One final note about coding this item: 

• If you completed a discharge interview with the consumer, then you cannot 
code the discharge status as DEATH or NO CONTACT. Once you have 
completed Section J, continue to Section K. 
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Section K. Services Received 
./ Required for reassessment or clinical discharge interviews and 

administrative records 

./ Reported by grantee (not asked of the consumer) 
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The final section of the interview, Section K—collects data about the services the 
consumer has received—whether or not they are provided by this CMHS-funded 
grant or in some other way.  

Section K is required regardless of whether a reassessment or clinical discharge 
interview was conducted except when the consumer has either refused this 
interview or all interviews. In those cases, if your grant’s IRB does not allow you to 
report any information on the consumer, Section K is optional. 
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The first item, K1—requires the last date of service the consumer received from the 
grantee (CMHS-funded program or otherwise). 

WHEN CODING THIS ITEM, it must be: 

• recorded in MM/YYYY format, and 

• earlier than or the same as the discharge interview or administrative 
discharge date 

• later than or the same as the baseline interview date 

• later than or the same as the last date services were received as reported in 
previous reassessments (interviews or administrative) 
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Core Services include mental health services (or integrated services that include 
mental health) that have been provided to the consumer. The specific core services 
items listed below all refer to services related to mental health. 

• Services recorded in this section should include both those funded by and not 
funded by this CMHS grant. 

• Please review the detailed definitions for each type of service in the Question-
by-Question guide to ensure you are accurately reporting the services the 
consumer is receiving. 

• Check Yes, No, Unknown or Service Not Available  for each service. 

• Unknown should be checked if the grantee is not sure if the consumer 
received the service.  

• Service Not Available should be check if your organization does not provide 
the service to consumers. 

PAY SPECIAL ATTENTION TO: 

• Core Service #5—Mental Health Services.  If you code YES for this service, 
you will be asked to indicate the frequency with which the services are delivered 
by entering the number of times they were delivered per day, week, month or 
year. 
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This is a continuation of the Services List—these are Support Services.  Support 
services refer to other services the consumer may receive that are not mental 
health services. 

I want to point out two items specifically:   

•  The first item, medical care, includes a variety of activities for the promotion, 
prevention, and maintenance of health that is provided in various health care 
settings. This includes primary care and other physical health services (such as 
physical health screenings). 

• The final item is about referrals you may have provided for the consumer to 
any of the support services listed above.  The intent of this item is to get a 
general idea if referrals for support services are being provided to consumers.  
You simply need to answer YES, NO, or UNKNOWN to this question. 

Please review the detailed definitions for each type of service in the Question-by-
Question guide to ensure you are accurately reporting the services the consumer is 
receiving. 
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Transformation Accountability (TRAC) 

Accessing Help 


• 	 Visit the TRAC website for more information at: 
https://www.cmhs-gpra.samhsa.gov 

• 	 Contact the TRAC Help Desk with questions: 
,/Phone: 1-855-796-5777 
,/Email: TRACHELP@westat.com 
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Please visit the TRAC website for more information regarding the Services 
Activities module.  Please refer to the TRAC website for written training 
guides, power point presentations, and self-guided e-trainings. They are 
located under the General Info and Training and Services Training tabs. 

If you have any other questions please contact the TRAC Help Desk.  
Help Desk hours of operation are from 8:30am to 6:30 ET by telephone or 
email. 
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NOMs Client-level Services 
(Services Activities) module 

Questions? 
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