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POLICY: Catholic Charities Indianapolis shall offer services promptly and responsively.
Every effort will be made to provide service at the time of the request. Persons who call
seeking services are to be immediately informed if the agency cannot provide screening,
assessment, or specific needed services in a prompt manner. In accordance with the
mission and values of CCI, all persons are to be treated equitably and without favoritism;
however, persons indicating urgent needs or in emergency situations are given priority.

PROCEDURES:

1. When a client/participant/representative contacts CCI for service, the staff
member will schedule the person for the service which they are requesting at that

point.

2. An cffort should be made to assist the person in articulating their service need.

3. If, in clarifying the service need, it is determined that the client/patticipant/
representative needs another resource, a proper referral will be made.

4. The client/participant/representative will be given the first available opening for
service. If the client/participant/representative indicates that this opening is not
timely enough, every effort will be made to assist the
client/participant/representative in obtaining other appropriate referrals as
indicated above.
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