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Community Based Services
Missed and Cancelled Appointment Protocol

If you are unable to make your scheduled visit, please provide notice of cancellation within 24 hours of the scheduled session.  

· Saturday and Sunday visits must be cancelled no later than 12:00 p.m. Friday.
· Monday visits must be cancelled no later than 12:00 p.m. Sunday by contacting your family aide. 
· If you are late by 15 minutes or more, then the visit is cancelled.
· You may be required to confirm your visit at least 24 hours prior to and/or the day of in order to ensure that you will be present for the visit and allow time for visit coordination. 

If the visit is not cancelled by you within the stated timeframe, it will be considered a missed visit.  A missed visit is a failure to attend a scheduled visit and you did not follow the cancellation protocol as is described above.  When one visit is missed, you will be required to review this policy with your family aide.  When a second visit is missed, you must meet with your Community Based case manager to identify strategies that will diminish the need for cancellations. When three cancelled visits occur, either consecutively of within 60 days or each other, visits will be placed on hold and the Community Based Services case manager will meet with you and your DCYF/DJJS case worker to determine if Community Based Services will continue and if so, how treatment plan services can best be delivered.  

Exceptions can be made for emergencies and in these cases, please inform your Community Based case manager and/or family aide of the nature of the emergency.

By signing below you are confirming that you have read and understand this policy and have been given a copy for your file.
Thank you for your cooperation. We look forward to working with you.

Child Name: ___________________________________


_____________________________                                             _________________
Parent/Guardian Signature                                                                                 Date

_________________________________                                           _________________
CBP Case Manager Signature                                    		               Date
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