DISTRICT 19 COMMUNITY SERVICES BOARD

ADMINISTRATIVE POLICIES AND PROCEDURES

SUBJECT:
Consumer Orientation to Services
NUMBER:
SP 001
POLICY:
It is the policy of District 19 Community Services Board that each consumer receiving services and the legally authorized representative (if applicable) will receive orientation to each service/program at admission and readmission.
PROCEDURES:

1. At admission or readmission to a service/program, each consumer and legally authorized representative will be provided information regarding:

a. Mission of District 19 CSB;

b. Confidentiality practices;

c. Human rights and how to report violations;

d. Participation in treatment and discharge planning;

e. Fire safety and emergency preparedness procedures;

f. The grievance procedure;

g. Service guidelines/Consumer Responsibilities;

h. Physical plant or building lay-out;

i. Hours and days of operation; and 

j. Availability of after-hours service.

k. Identification of the person responsible for coordination of services.

2. The consumer’s/legally authorized representative’s orientation to services will be documented by each service/program via the District 19 Community Services Board Program Orientation Checklist for Consumers (SP 001-01).  Documentation will indicate the method the information was made available, date the information was provided, staff initials and consumer’s/legally authorized representative’s initials.  

3. The “Program Orientation Checklist for Consumers” (SP 001-01) will be maintained in Section I of the consumer’s service record.  This document must remain in the current “active” medical record and will not be purged to overflow volumes.  
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