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339 12TH STREET, STE1
Dunbar, WV 25064
Noncompliance Form	         Tel: 304-807-2571
Type of Noncompliance (check all that apply):
☐ Failure to follow service protocol
☐ Failure to respond to any call/text
☐ Missed deadline or late submission
☐ Incomplete or missing documentation
☐ Breach of contract terms
☐ Professional conduct issue
☐ Other (please specify): ______________________________________

Action Taken:
(Describe the action taken or to be taken including dates and times regarding this issue.)



Contractor/Employee Response (optional):
(Opportunity to explain or respond to the reported noncompliance.)



Signatures
Reported By: ___________________________ Date: _______________
Employee/Contractor: ____________________ Date: _______________
Supervisor/Manager: _____________________ Date: _______________

CPSW Response:______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Client Contact & Follow-Up Procedure
1. Initial Outreach:
Call the client first. If there is no answer, send two follow-up text messages.
2. Home Visit (within 48 hours):
If there is no response within 24 hours, visit the address on file within 48 hours. Leave your contact information visibly on the door and take a photograph for documentation.
3. Notify Case Worker:
Inform the assigned worker in case the client’s contact information or address has changed.
4. First Follow-Up (Week 2):
Repeat Steps 1–3 the following week.
5. Second Follow-Up (Week 3):
Repeat Steps 1–3 again the next week.
6. Final Step – Documentation:
Submit a completed Noncompliance Form along with all supporting evidence, including:
· Photos of home visits
· Screenshots of call attempts
· Screenshots of text messages
· Notes or confirmations from the assigned worker
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