
































     

Client Attendance Policy and Procedure
                Effective Date: 8/14/17
         Revised Date: n.a.

Inconsistent a�endance and no-shows are detrimental to the successful provision of the treatment 
and thus it is the policy of the Transi�on House (TTH) to minimize and mi�gate clinically unfeasible 
late arrivals, less than 24 hour cancella�ons, and no-shows via a number of policy aims and 
procedures.

The Transi�on House will appropriately minimize the impacts of poor a�endance and no-shows by 
enlis�ng client collabora�on and accountability, by internal staff procedural interven�ons, and via 
specific systemic process steps. 

 

Policy Introduc�on:1.

Policy Statement:2.

Procedures:3.
General-A)

All clients will be informed of and will a�est via signature their receipt of TTH’s a�endance 
policy. 

1.

At the outset of treatment, the admi�ng clinician will verbally review the a�endance policy 
with all clients and/or their guardians. 

2.

A signed copy of the intake packet, inclusive of the a�endance policy, will be a�ached to each 
client’s electronic medical record file. 

3.

All new evalua�ons, including addi�onal evalua�ons for exis�ng clients (such as psychiatric 
evalua�ons) will receive a one-week advance telephonic reminder call, as well as a reminder 
call the day prior, reitera�ng the appointment date and �me. 

4.

All scheduled individual psychotherapy or other similar individual services will receive a 
telephonic reminder call the day prior, reitera�ng the appointment date and �me.

5.

Text messaging service may be used to supplement telephonic reminder calls; however, 
reminder calls will occur at the �meframes noted above regardless of the use of text 
messaging reminders. 

6.

A�endance procedures-B)
Clients who cancel scheduled appointments with less than 24 hours advance no�ce or who do 

not show for scheduled appointments will be assessed a no-show fee of $45.  This does not apply to 
appointments that serve to start services since such clients have not yet been informed of the 
a�endance policy (i.e., mental health or substance abuse evalua�ons or any other ini�al evalua�on 
type where no services have occurred prior).  

1.

Clients will be given a 15 minute grace period to arrive for their appointment; arrival a�er 15 
minutes will be considered a no-show. 
2.

The scheduled appointment will not take place for clients arriving more than 15 minutes late 
and a no-show fee will be assessed. The assigned clinician will meet with any client arriving a�er 
15 minutes whenever feasible to provide clinical ra�onale for why the appointment cannot take 
place.  

3.

Clinical staff, whenever possible the assigned clinician, will contact the absent client to 
inform of the missed appointment and offer to reschedule the appointment to a later date and 
4.



     

_______________________________________________________     _____________
Medical Director Signature        Date

_______________________________________________________     _____________
CEO Signature          Date

Clients are permi�ed three missed appointments due to less than 24 hours advance no�ce 
or no-show during the course of their treatment. Clinical services will be terminated upon a fourth 
missed appointment. 

1.

The company a�endance policy will be reviewed in next session by the assigned clinician 
with every client who has a missed appointment due to less than 24 hours advance no�ce or no-
show. 

2.

A client who has had services terminated due to a�endance policy viola�on is eligible for 
service reinstatement based on the following:
3.

First a�endance policy case closure- immediate reinstatement with an updated 
signature on a�endance policy sec�on of the intake packet and a comprehensive 
review of the a�endance policy with the client in the first return session by the 
assigned clinician. 

a)

Second a�endance policy case closure- eligible for reinstatement a�er 30 days, with 
an updated signature on a�endance policy sec�on of the intake packet and a 
comprehensive review of the a�endance policy with the client in the first return 
session by the assigned clinician. 

b)

Third a�endance policy case closure- eligible for reinstatement a�er 60 days, with an 
updated signature on a�endance policy sec�on of the intake packet and a 
comprehensive review of the a�endance policy with the client in the first return 
session by the assigned clinician. 

c)

Fourth or more a�endance policy case closure- eligible for reinstatement only upon 
approval of a member of the agency leadership team (i.e., CEO and other Chiefs, 
Director of Clinical Services). 

d)

Should a contrac�ng en�ty outline differences in missed appointment fees, the contrac�ng 
en�ty fee will supersede the agency’s $45 assigned fee. 
4.

Should a contrac�ng en�ty outline differences in the �meframes or other s�pula�ons 
regarding readmission following a�endance policy case closure, the contract en�ty fee will 
supersede this policy. 

5.


