C300-040

RECEPTION

	DATE OF ISSUE:

APPLICABLE TO:

LEGAL BASIS:

RELATED POLICY RELEASES:

NON-CWS/CMS FORM:

CWS/CMS FORMS:

SUERSEDES AND CANCELS:
	07/26/01

Receptionists, Their Supervisor and Their Assistant Supervising Support Manager

None

None

Reception Log

None

None


A.
WHEN:

A CLIENT ENTERS THE RECEPTION AREA 

	WHO
	
HOW

	
	

	Receptionist
	1. Write the following information on the Reception Log:

a)
Client's name

b)
CSW's name

c)
Time the client arrived

2. Telephone the appropriate Unit Clerk and inform him or her of the client's presence.

3.
Write the Unit Clerk's name and the time called on the Reception 
Log.


If the client has not been seen within 10 minutes of the first call, 
telephone the Unit Clerk again.  If the client has not been seen 
after another 10 minutes, telephone the SCSW.
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