30/60 Day Follow-Up Procedures

Purpose:
The intent of the following policy is to ensure that the contractual obligations are met in regards to participant follow-up 30/60 days after disposition.

Policy:
Interface Youth Program shall conduct a follow-up contact on each participant served through CINS/FINS services at 30/60 days after termination of services.

Procedure and/or Process: 

Each month, the Data Systems Department provides each program the list of all participants needing follow-up contacts that month. Follow ups should be done within 5 days of the due date, that is 5 days before or 5 days after. The designated staff person should attempt to contact by telephone, each participant’s family to obtain the information requested on the follow-up form.  The following guidelines should be followed for each scenario outlined below:

No Answer – Attempt two (2) more calls at different times of the day and document date and time of attempt.  If no contact via phone is successful after three attempts, mail out the agency approved letter to the family requesting the required information.  Document the date that the letter was mailed.

Telephone Disconnected or No Phone – Send out the agency-approved letter and follow-up information form and include a stamped, self-addressed return envelope.  Document the date it was mailed.

Answering Machine – Leave a message asking the person to return the call and request to speak to the Follow-Up Counselor.  Each program should have a system in place to complete follow-up forms when family members return calls.

Successful Telephone Contact – If the identified family member is reached by telephone, follow the agency approved telephone script to complete the information on the follow-up Data form.

Enter all follow-up information into NETMIS using the Data Follow-Up Procedures.

All completed follow-up forms should be forwarded to the Data Department by the 3rd working day of the month following the month of follow-up.

*See the Follow-Up Notebook for a copy of agency approved telephone script and follow-up letter.
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