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Consumer Inquiry Form

Purpose:


This policy is to establish a process for use of the Consumer Inquiry Form.  This form will be a tool used for information and referral documentation.

General

Information:

The Consumer Inquiry Form was designed for use by Service providers to document information and referral, attendant, housing, and equipment requests that do not result in a formal intake.  The forms are to be kept in a binder by month and kept locked in the consumer file drawer.

Procedure:


1.
The form is to be completed on all information and referral phone calls, when possible.

2. Information to be recorded when possible is:, name, address, phone number, date, social security number, referred by, service requested, service provided, conclusion, reviewed at staffing and service providers name. 

3. The forms and their content can be reviewed monthly at a staffing process.

4. The number of forms completed each month should be given to the Director of Services for his monthly statistical report to the Executive Director.

____________________________
Executive Director

