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ASCAP / SFID 

To fill out an ASCAP / SFID, go to CareTool, then Client File and search for a client. Scroll down 
to “Assessments” and click the plus sign in the upper right to expand the Assessments section. 

 

If there is a draft of an ASCAP / SFID started, then you will not be able to start a new ASCAP / 
SFID until the draft has been completed and signed. This prevents multiple ASCAP / SFIDs for 
the same time period being entered and potentially not being completed or having conflicting 
sets of information. 

You have the option to create a copy of a previous ASCAP/SFID for the purpose of the 6-month 
review. You must first open the locked ASCAP/SFID. A new button will appear, labeled “Copy to 
Review.”  When you click on this button a copy is created with all the information filled in. You 
can then edit the information as needed. 

If there is an existing assessment you want to work on, click on the home visit date (in the box 
below). This will open that section beneath the assessment List.  Fundamental client 
information, such as name, address, and demographic information, will be pre-filled in a new 
assessment; however, all other fields will be blank.   

 

 

 

 

 

 

 

 

If there isn’t an existing assessment you’d like to work on, click on Add New Assessment. After 
the Add New Assessment window pops up (below), select the form, and fill out the home visit 
date and save it.  
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Select the form you wish to complete and then enter the date of the home visit. Place the 
cursor in the text box and a calendar will open up. If the CAT is completed on a different day 
(possibly by phone), still complete this date. When this information is saved, the new 
assessment form will open up.  Fundamental client information, such as name, address, and 
demographic information, will be pre-filled in a new assessment; however, all other fields will 
be blank. If you are doing a 6 month review you can copy the most recent ASCAP / SFID to a 
new version by first clicking on the home visit date of the most recent locked assessment. Then 
click on Copy to Review. This will commonly be used for the 6 month review. 

 

 
 
Assessment Status 
 

An assessment has multiple status options.  
• Due means that the 1 year reassessment deadline is approaching and the assessment 

needs to be filled out.  
• Overdue means that the ASCAP / SFID hasn’t been completed within the 1 year 

reassessment time frame. A status of “Overdue” means that the ASCAP should already 
have been filled out.  
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• Draft means that the assessment was begun by a user and/or has been opened at least 
once without being completed.  

• Locked means that the assessment was completed and no more changes can be made. 
 

 
 

Once the assessment is open, each section can be expanded by clicking the plus sign on the 
right side of that section.  (Part I will automatically open) 

 

In each section there is a Save button, clicking this button will save the specific section you are 
working in. 

If you are finished for the time being, click Draft at the top or bottom of the assessment, this 
will save all sections of the assessment. You will be able to return to the assessment at any time 
to continue the assessment.  

When you are finished filling out each section of the ASCAP / SFID, click Lock at the top or 
bottom of the assessment. This will prompt you for your digital signature password and will 
then save the assessment; this updates the assessments status to Locked.  You will then no 
longer be able to edit the locked assessment.   
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If you do not wish to save the changes you’ve made to the assessment, click Cancel and the 
changes will not be saved. 

CAT (Caregiver Assessment Tool) 

Filling out a CAT is relatively similar to the ASCAP / SFID. The same steps are followed to find, fill 
out and lock a CAT as they are for the ASCAP / SFID. The differences are that the CAT is much 
shorter. The CAT has information and questions for both a pre-assessment of the caregiver, as 
well as a post-assessment of the caregiver to be done after the caregiver have received the 
services that they are enrolled in; whereas the ASCAP / SFID does not.  
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Nutritional Assessment 

The Nutritional Assessment is opened in the same manner as the other assessment tools, and is 
used exclusively to capture nutritional assessment information for a Congregate Meals (CNG) 
client.  The same information is captured for Home Delivered Meals (HDM) clients in the 
“Nutrition” section of the ASCAP. 

 


