HUS™ "

INSTRUCTIONS FOR SERVICE PROVIDERS

Psychotherapy service voucher

This document contains important information on psychotherapy for children, adolescents or adults
covered by HUS service voucher. Please read it carefully.

Please always use the newest version of this document. You can find it with the rest of the instructions
at palse.fi after you sign in.

Update your information in palse.fi

The palse.fi portal is where patients find psychotherapists. Please keep your contact information and
availability up to date.

v/ Patients can see information on waiting time (“Palveluun paasyn kesto”). You can update
this information via Hakemukset ja ilmoitukset [applications and notifications].

v' Other information in your profile can be updated via Toimipistehallinta [unit
management]. Patients can view the information you input in Toimipisteen lisdtiedot
[additional information about the unit] and Toimipisteen kuva [picture of the unit]
already in the list of psychotherapists. You can use the information to stand out, to
emphasize your specialities, or to specify the type of contacts you wish to receive.

Note! If you edit the business ID, please also notify us at palveluntuottajaksi@hus.fi. This
way, we can ensure, among other things, the functionality of the authorisation for
outsourcing service provider and billing.

Starting psychotherapy and activating the voucher

1. When a patient arrives for an appointment, ask to see their service voucher. When you log into
palse.fi and input the patient's personal identity code, you will be able to see the details of the
patient’s voucher as well as the psychotherapy application from the unit responsible for the
patient’s care.

This information can be accessed even before you activate the voucher. Therefore, you can check
this information before you and the patient decide to start the therapy. Make sure you are
approved as a service provider for the therapy stated in the patient's voucher.

2. After the adult's or adolescent's first visit, decide together if you will start the psychotherapy. In
case of children, you may have several introductory sessions before making the decision, if it is
necessary.
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If you decide to start the psychotherapy, activate the patient’s voucher in the palse.fi portal.
Detailed instructions are available in Finnish at palse.fi under Palvelusetelin aktivointi
[activating the voucher]

If the psychotherapy does not begin:

e Adults: Charge the patient for the introductory session. The patient will pay for the
session out of their own pocket.
Do not activate the voucher at palse.fi. Adults’ vouchers are only activated when
the decision to start the psychotherapy has been made.

e Children and adolescents: Always activate the patient’s voucher already at their first
visit. This allows you to charge HUS for the introductory session (or several sessions in
case of children). The introductory sessions will be reduced from the total number of
sessions granted to the patient.

If after the introductory session/s you decide not to start the psychotherapy, instruct the
patient to contact the professional who referred them to psychotherapy to get a new
voucher.

Make a psychotherapy agreement, in writing, with the patient. The agreement should include
how you will charge for possible missed and not cancelled appointments.

Fill in the necessary information in the psychotherapy quality register [psykoterapian
laaturekisteri] according to the register's instructions.

Conducting the appointments

The appointments can take place as video calls if the patient (and their guardian if the patient is
a minor) and the psychotherapist agree to this.

With children and adolescents receiving individual psychotherapy, the guardians and other
close adults may participate in the appointments as needed. With adult individual
psychotherapy, the spouse or other close people may also participate in some sessions. Agree
upon this with the patient and their family.

Psychotherapy for children and adolescents includes guidance for parents. These sessions will be
conducted by the psychotherapist without the child/adolescent present.

If the psychotherapist and the patient do not speak the same language, a professional interpreter
must be used (please see the separate instructions which are in Finnish and Swedish).

Issue the invoices according to separate instructions (in Finnish).
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Missed appointments

If a patient over the age of 18 does not attend their appointment or cancel it at least 24 hours before,
the psychotherapist is entitled to charge the patient €73,70 to compensate for the missed and not
cancelled appointment. The fee will not be charged if there is an acceptable reason for not attending,
such as a sudden illness.

v If the patient has three consecutive missed and not cancelled appointments without an
acceptable reason, end the psychotherapy. Make all the necessary actions described under
“Ending psychotherapy”.

Treatment discussions

The service voucher usually also includes the possibility to hold 1-3 treatment discussions. They
are meetings organized by the unit responsible for the patient’s care. The patient, guardian(s) of a
minor patient, the psychotherapist and staff from the organizing unit will participate in these
discussions. With adult patients, treatment discussions are mainly held in long-term psychotherapy
and only as needed. If needed, the psychotherapist or the patient may contact the unit responsible
for the patient’s care through the contact person listed in the therapy application.

Monitoring

Outsourced psychotherapy with a service voucher is monitored via the psychotherapy quality
register where both the patient and the therapist answer questionnaires at different stages of the
therapy. Fill in the quality register according to the register’s instructions. The quality register
automatically draws up a final opinion, which will be visible in Kanta once the psychotherapy ends.
HUS does not require any other summary or final opinion.

Patient document entries and authorisation of outsourcing
service providers

In service voucher psychotherapy, the psychotherapist draws up the patient document entries in
accordance with the valid legislation and saves them in HUS’ register in Kanta with the help of an
electronic patient information system and an authorisation of an outsourced service
provider. Entries concerning adults and young people are recorded in the PSY view and entries
concerning children in the LPSY view.

A psychotherapist may continue to make entries without an authorisation of an outsourced service
provider only if all of the following conditions are met: 1) they will complete further years of long-
term psychotherapy that began before 2025, 2) they do not accept new patients from HUS for service
voucher psychotherapy and 3) they are not using a patient information system connected to Kanta.

Psychotherapy voucher—Instructions for service providers | HUS Psychiatry | Approved: 3/2021, updated 5/2026



HUS™

Patient documents drawn up without an electronic patient information system and concerning
service voucher psychotherapies that started before 2025 must be delivered to HUS according to the
instructions below.

Obtaining authorisation of an outsourced service provider

Authorisation of outsourced service providers is a functionality of the Kanta Services to facilitate the
secure and smooth transmission of patient data between the provider and organizer of the
outsourced service.

Before the authorisation can be initiated for the first time, HUS needs the details of the patient
information system used by the psychotherapist and the OID of the service provider’s healthcare and
social welfare organization. If you did not already provide this information in connection with
applying for the service provider status, contact HUS IT Management at opps@hus.fi.

In addition, you must 1) record the details of the authorisation of an outsourced service provider in
the company’s User Management (link in Finnish) and 2) ensure that logging in with a certificate
card (link in Finnish) can be done successfully. In the event of problems, you can contact Polycon’s
support (link in Finnish).

Once these procedures have been completed, HUS will assign the authorisation of an outsourced
service provider for the psychotherapist to use.

Authorisation of outsourced service providers in service voucher psychotherapy

When you activate a patient’s service voucher in the Palse.fi portal as a psychotherapist, the
authorisation of an outsourced service provider concerning the patient in question will also be
activated. After the activation, there may be a delay of approximately 15 minutes before the
authorisation begins to appear in your patient information system.

During the validity of the authorisation of an outsourced service provider:

¢ Save the information from your patient information system directly to HUS’s register in
Kanta. There are differences between patient information systems, so follow the technical
instructions for your patient information system.

e The psychotherapist will be able to view those Kanta entries made at HUS that are necessary
for the implementation of the therapy. The information is displayed regardless of whether
the patient has limited the disclosure of their data. The use of the information is recorded in
the Kanta disclosure log.

As a psychotherapist, you have the right to view patient documents only to the extent required

for the implementation of the psychotherapy. Before opening the patient data, always
consider whether you have a justified reason to read it. As a healthcare professional, you are
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responsible for the lawful use of patient data yourself. Also inform the patient when you view their
data.

Some patients receive a HUS service voucher from primary healthcare. However, HUS’s
authorisation for outsourced service providers does not give access to the Kanta entries of
organizations other than HUS. The data of other service providers may still be visible to you if the
patient has allowed the disclosure of their data in My Kanta.

The authorisation of an outsourced service provider for the patient ends 30 days after the
expiry of the service voucher or 30 days after all the visits on the voucher have been used. After this,
the psychotherapist will no longer have access to HUS’s register or the patient documents they have
saved there.

The entries concerning the service voucher psychotherapy provided by the psychotherapist can still
be read by the professionals treating the patient at HUS. If the psychotherapist has grounds for
processing the patient data after the therapy has ended (for example, responding to an authority’s
request for a statement), HUS can temporarily reactivate the authorisation for this purpose.

Delivery of manual patient document entries

In HUS’s service voucher psychotherapies that began before 2025, it has been possible for the
psychotherapist to record patient entries on paper or electronically without a patient information
system connected to Kanta. In this case, the psychotherapist must submit the patient documents
on all psychotherapies produced with service vouchers activated after 1 April 2024 to HUS at the
end of the therapy:

1) Patient document entries written on a computer and saved in electronic format
(e.g., on a flash drive) must be copied to the form in the palse.fi portal.

2) Typed and printed patient document entries can be delivered to HUS in paper form.
At HUS, they will be scanned into HUS’s patient information system.

Below, you will find detailed instructions for both methods of delivery. For information security
reasons, other delivery methods (such as email) are not used.

Delivery of entries recorded electronically

The patient documents in electronic format that the psychotherapist will not transfer to Kanta must
be delivered to HUS via the palse.fi portal after the therapy has ended. In this case, the
psychotherapist prepares the patient document entries, for example, as a Word document and saves
them on a computer or a flash drive.

¢ Give the patient document entries distinct headings according to the date of the service event
and arrange them in chronological order from the oldest to most recent one.
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e Open the form for submitting the patient documents at the bottom of the page in the Palse.fi
portal. The heading of the form is ”Uusi lomake Psykoterapian padttiaminen” [New form Ending
psychotherapy]. After the form has been submitted, it is no longer possible to book or invoice
new visits through the service voucher, so make sure this has been done earlier.

Tapahtumat

Tallenna muutokset Lis3a rivejd

[ Uusi lomake Psykoterapian pasttaminen

e Make sure that you are entering the details of the correct patient and do as follows:

Enter the psychotherapist's name (1.)

Copy all entries made during the psychotherapy to the “Potilasmerkinnit” [Patient
entries] field (2.)

Mark the psychotherapy as ended and the end date (3.)

When you have completed the form, click “Hyvaksy ja lahetd” [Accept and send] (4.)

Lomake

Psykoterapian pasttaminen
Paatdsnumero
Palveluntuottaja:

Terapeuttic™ { 1 .

Potilasmerkinnat* 2.

Terapia (Huom. Psyl pi i sulkee
palvelusetelin, jonka jélkeen kayntejs ei voi endd sy6ttdd.)
O Kylla
5 3.
Mikali terapia paatyi, kirjaa pasteymispaivamasra:
(
Lomakkeen palauttaminen
Lomakkeen palautus onnistuu painamalla Hyvéksy ja lahets -painiketta.
Peruuta itetta Tallenna lahettamatta Hyvaksy ja laheta
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When you have delivered the documents to HUS and no longer need them, for example, for
invoicing, destroy them from your records. In any case, the documents must be destroyed no later
than three months after their creation.

Delivery of patient documents on paper

o Before delivering the entries, type out any entries that have been handwritten on paper. The
text must be clear and easy to read. Add page numbers to the patient documents.

e Give the patient document entries distinct headings according to the date of the service event
and arrange them in chronological order from the oldest to most recent one.

¢ Enclose Palvelusetelipsykoterapian potilasasiakirjojen liite [Appendix to patient documents
from service voucher psychotherapy], in which you need to fill in the details of the
psychotherapist and the patient.

e Place the patient documents and the appendix safely in a sealed envelope.

e You can deliver patient documents typed on paper to HUS as a registered letter or bring
them yourself to the porters at the Psychiatry Center immediately after the therapy has ended.

e Delivery addresses:

Postal address:
» Konalan arkisto / skannaus 2
= PO Box435
*»  FI-00029 HUS, Finland

Street address:
» Psychiatry Center, Vilskirinkatu 12, Helsinki

When you have delivered the documents to HUS and no longer need them, for example, for invoicing,
destroy them from your records. In any case, the documents must be destroyed no later than three
months after their creation.

Contact between the psychotherapist and the care unit

The psychotherapist and the unit responsible for the patient’s care may be in contact when necessary.
Inform the patient about any such contacts, and whenever possible, make the contacts together with
the patient.

The psychotherapist must immediately inform the treating unit if
e There is a sudden change in the patient’s health,

e Conducting the psychotherapy has significantly changed, or the therapy is not taking place as
agreed (for example, the patient repeatedly misses appointments without a valid reason).
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Changing the psychotherapist

The patient may change psychotherapist if necessary. However, this must always be agreed upon in
advance with the care unit and HUS.

e The care unit always first instructs the patient to discuss the matter with the psychotherapist.
We recommend that the patient and the therapist try to figure out together what the problem
is and what should change for the patient to benefit more from their psychotherapy.
If the discussion does not solve the issue, or the patient thinks that the psychotherapist’s
behaviour is unprofessional, instruct the patient to contact their contact person in the care
unit.

e If the contact person considers that changing the therapist is appropriate, they will consult
HUS to get a new voucher.

Changing the psychotherapist does not grant the patient more appointments. The new voucher will
grant the same amount of appointments the patient had left on the original voucher.

Ending psychotherapy

The psychotherapy will end when all the therapy sessions granted in the voucher have
been used. If the voucher expires before the patient has used all the sessions, extra time can be
granted if it is justifiable for the therapy. Ask the patient’s contact person for extension.

If the patient still needs treatment when the psychotherapy ends, bring this up in a treatment
discussion, if one is held, or refer the patient for an evaluation in the unit responsible for their care.
Extension for brief psychotherapy will not be granted. Specialized healthcare units handle
applications for extension of long-term psychotherapy.

v' Fill in the necessary information in the psychotherapy quality register [psykoterapian
laaturekisteri] according to the register's instructions.

v' Invoice the last sessions.

v In rare cases where authorisation of outsourcing service provider was not used, deliver
patient document entries recorded in service voucher psychotherapy to HUS in
accordance with the instructions provided above.

v End the service voucher with a form at palse.fi “Uusi lomake Psykoterapian paattdminen”.
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Tapahtumat:

Tallenna muutokset Lisaa riveja

| Uusi lomake Psykoterapian paattaminen I

Further information and advice

In matters related to the patient’s care, please contact the unit that referred the patient for
psychotherapy. The contact information is listed on the voucher and in the patient’s psychotherapy
application.

Invoices

e ostolaskut@hus.fi

Palse.fi customer support
e instructions for palse.fi (in Finnish)

e portaali@palse.fi

e tel. 010 470 9689 (weekdays 9 am—4 pm)
Valid instructions and the rulebook for voucher psychotherapy
¢ invoicing, quality register, interpreting

o www.bit.ly/psykoterapianpalveluseteli

¢ the site is in in Finnish and Swedish but instructions can be found in English too
Changes to the services provided by the psychotherapist

e palveluntuottajaksi@hus.fi

Other matters regarding vouchers
e adults & adolescents: ops@hus.fi

e children: lastenterapiat@hus.fi
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