Draft appointment memo

On agency letterhead

To:

All   _____”agency name”       Staff:
From: 

“CEO or Executive Director:
Re:

Appointment of Agency Co-Occurring Disorder Trainer/s

Over the past years, the “Agency” has been working with the Blair County Mental Health/Mental Retardation/Drug & Alcohol Program to improve services system wide to individuals with co-occurring psychiatric and substance use disorders.  As part of that system change initiative, Blair County adopted the Comprehensive Continuous Integrated System of Care (CCISC) model, which is described in the Consensus document included with this memo.
I have selected “Change Agent” to represent our agency as “a Change Agent” in this initiative to not only help our staff learn the attitudes, values, knowledge, and skills required to treat individuals with co-occurring disorders, but also to function as a systems change agent.  “Change Agent/s” will function as “a system change agent/system change agents” to help our organization, and the system as a whole, be reorganized to provide more welcoming, accessible, integrated, continuous, and comprehensive services to individuals with co-occurring disorders.  Our experience shows that these are persons who tend to have the poorest outcomes at the highest cost, and are usually perceived as “system misfits” rather than system priorities.

Over the next few months “name of Change Agent” will coordinate training on the Consensus document and the CCISC model and will be working with all of you on how to implement the CCISC model, making the system changes necessary to more effectively support your efforts to offer best practice integrated interventions to your clients.

Please do not hesitate to call me if you have any questions or concerns and thank you for your support of this very important effort.

“Signed”

“CEO—Executive Director”
