Example #1
POLICY: Referral/Outreach

[INSERT PROGRAM NAME] accepts all referrals from agencies, organizations, and individuals and has
established standards for the prompt handling of referrals. Referrals will be tracked and monitored, as
appropriate, to maintain adequate documentation and ensure timely follow-up. Efforts to contact all
referrals will be made in a timely and appropriate manner.

I REFERRAL

a) The individual being referred is available to par
services.

b) Referral information indicates the indj igi [INSERT PROGRAM
NAME] services.

ongoing documentation log of referrals for review by the manager
fforts to contact a referral should be made within 2 weeks of receipt of the

le the initial interview. Contacts should be made by the mode of communication
suited for the individual based on the available referral information. If there is a
uestion about the referral’s ability to fully understand written language, a phone
contact or personal visit should be made. The referral source may also be a point of
contact if attempts to reach the referral through other sources are unsuccessful.



