Case Staffing Committee:  Notification

Purpose:
The intent of the following policy is to ensure appropriate notification of the relevant parties.

Policy:
When scheduling a case staffing committee, the CINS/FINS counselor/case manager shall make reasonable effort to ensure that the youth, family, and case staffing committee members are contacted within five working days of when a meeting is scheduled and arranged, to confirm scheduling time and location of the meeting.

Procedure and/or Process:

The counselor/case manager is responsible for notification of the family when a referral for case review is made to the case staffing committee.  Notification includes the time and place selected for the committee meeting, the composition of the Case Staffing Committee and a statement advising the parent/guardian of their right to bring a representative to the meeting.  All notifications are documented in the participant file.  The family is also advised to call if they are unable to attend so that alternative arrangements can be explored for assisting the family (i.e. transportation assistance, rescheduling meeting).  A follow-up telephone contact is recommended.

Case staffing committee members are contacted within five working days of when a meeting is scheduled and arranged to confirm scheduling time and place selected for case staffing committee meetings.  These contacts should be documented in the participant file.
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