HCY Guidebook


CLOSURE
Participant and applicant files are closed by the Service Coordinator for various

reasons. In all instances, good faith efforts must be made and documented in the BSHCN Information System to show effective service coordination, and when appropriate, successful transition from Program services. Reasons for closure may include:

· The applicant/participant demonstrates an unwillingness to cooperate with Program requirements.

· Participant does not meet eligibility criteria.

· Request of the participant/family.

· Unable to locate after good faith efforts.

· The participant has become institutionalized or a Ward of the Court with guardianship assigned to the Department of Mental Health or the Division of Youth Services.

· The participant reaches the age of 21 and is no longer eligible for the Program.

Once the determination has been made to close the file, the Service Coordinator will complete and document the following, allowing ten working days for response prior to closure:

· Reason for closure.

· Closure date.

· Complete and send a Closure Letter.

The following are guidelines to assist in determining closure dates:

· Over age – day before 21st birthday;

· Moved out of state – date of move if known; otherwise use the date that staff

· became aware of move;

· Deceased - date of death if known; otherwise use the date staff became aware  of the death; and

· All others – ten working days after the date of the written notice to participant/responsible party notifying them of closure.
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