
CASE DOCUMENTATION

Authority

Rehabilitation Act of 1973 as amended, Sec. 101(a)(6), (9), (14), (20) and 102(a), (b), and (d)


Federal Regulation: CFR §361.47

For the purpose of this manual, use of the terms must and shall reflect requirements of Federal law or regulation or state or administrative regulation and must be adhered to strictly.

The purpose of documentation is to show the progress of a case and should make case reviews easier. Documentation should be done so that a third party, totally unfamiliar with the case, can promptly and easily see what is happening with the case and can understand why the counselor made a particular decision.  Generally, the progress notes are considered as this documentation. However, the entire case record serves as documentation and information contained elsewhere does not have to be duplicated in the progress notes.

Notes should include a summary of counseling sessions, indicate services rendered that are not clearly marked in other case documents, denote problem areas, collaboration with other professionals, agencies, etc. Notes can be an overview capturing the content of a session or event.  An entry in the case notes will give the counselor credit for the many services rendered. Much hard work and effort is often not reflected in the case. Notes should be kept as objective and factual as possible. Each case is a legal document that potentially could be examined in a court of law. Thus, judgmental statements, labels, innuendoes, etc. should never be included in the progress notes. The best practice is that progress notes should be written so that if the consumer reads the note, he/she would not be upset, offended, etc.

All progress notes shall be initialed or signed.  The format for a progress note is counselor’s choice, as long as major points are covered.  Each progress note shall clearly identify the consumer name, date, and counselor name.

Rehabilitation assistants may also write case notes reflecting the conversations and other pertinent work done with or on behalf of the consumer.

Initial Interview

The OVR application collects required information from an applicant and assists in the assessment and eligibility process.  However, additional information gathered through the initial interview must be documented in the case progress note.  As appropriate, the following information should be included on the initial progress note if not clearly documented elsewhere in the case record:

· Review of OVR Services Guide, consumer choice, voter registration, and appeal process

· Review of current Order of Selection

· Presenting information:

· Physical/mental impairment and limitations

· Current medications/treatment

· Adjustment to limitations and treatment

· Consumer identified functional vocational limitations that will significantly interfere with preparing for, and/or keeping a job

· Vocational history, transferable skills and interests:  Note OVR-2 work history section

· Family/economic section

· Ticket to Work (SSI, SSDI work incentive status)

· Past VR involvement (outcomes, purchased services)

· Other agency involvement

· Counselor impressions/observations

· Military experience:

· Type of work done

· Type of discharge

· Legal history

· Services requested

· Next steps (Including any additional assessments needed)

Verification of SSI/SSDI

Verification of SSI or SSDI benefits must be obtained for presumptive eligibility.  The most common methods of verification are copies of the consumer’s award letter or benefits reports that can be requested from the local SSA office.  It is important to note that a Ticket to Work is not acceptable as verification of SSI or SSDI status.  The date verification of benefits is received must be documented in the case record.  Regardless of the method used to determine eligibility, presumptive eligibility or expanded definition, verification of benefits must be included in the case record.

Electronic Mail

Email correspondence between staff and the consumer, guardians, service providers, etc. has become fairly commonplace. Because this correspondence provides valuable information regarding the progress of the individual in their rehabilitation plan, this electronic correspondence needs to be included in the case file. Emails should be placed in the progress note section if they provide information on the casework flow and are interactive communications. Since correspondence is shredded rather than scanned, email correspondence that functions as documentation of casework services should be placed in the progress note section.  Any email that will be used as a progress note should be labeled as a progress note and filed with the other progress notes in the case.  Emails included should explain why the email is included in the case, when the email was generated, and the names and roles of participants in the email conversation.      

For organizational purposes, correspondence between the OVR staff and another party where there are multiple responses should include the final email that contains the entire electronic conversation. When email correspondence is not to be used as a progress note, it should be filed chronologically with all other correspondence. An example of an email that belongs in the correspondence section of a case file would be scheduling an appointment.
Eligibility

The eligibility worksheet shall be completed thoroughly and all functional limitations must be related to the documented impairment or condition.  Counselor should complete the progress note section of the eligibility worksheet (Step 1, Section 2), which will include the following:
· Explain how the resulting mental/physical impairment with functional limitations and attendant factors result in substantial impediment to employment for this individual.

· If the individual has a work history, describe the characteristics of the disorder, which causes his/her difficulty in performing the duties of those jobs, or cause them to lose jobs.

· If little, or no work history, explore how the functional limitations might limit the vocational choices for the individual, or how the limitations might cause them problems preparing for a job consistent with their abilities.

· Explain how the individual can benefit in terms of employment at this time; i.e. stability, motivation, availability, and cooperation.
· Next steps (including any additional assessment needed to determine necessary services)

If the individual is in a priority category not being served under the current Order of Selection, a separate progress note is required indicating that Information & Referral services were sent.  

IPE and IPE Amendment

The IPE and IPE Amendment detail the specific vocational goal and services.  As appropriate the following topics should be included when documenting the IPE and IPE Amendment:

· Identify existing information utilized

· List and discuss assessment tools used to justify vocational goal:

· Aptitude tests and Interest inventories i.e. ACT, CareerScope, COMPASS

· Psychological evaluations

· Transferable skills

· Labor market

· Limitations

· Grades

· Existing information

· Counselor judgment

· Family information

· Comprehensive vocational assessment

· Situational assessments

· Job samples

· Consumer choice

· Justify the selection of the specific appropriate vocational goal and whether the outcome is planned to be full or part-time

· Discuss how planned services will assist consumer in reaching appropriate vocational goal

· Next steps

Documentation for a vocational goal of Homemaker  

The reason for the selection of this vocational goal must be thoroughly documented, including the consumer’s choice and the counselor’s input.  Documentation should include the assessment, which has identified the individual’s needs and the services required to achieve the successful outcome.  As appropriate the following topics should be documented:

· How the individual’s disability in conjunction with attendant factors has impacted the individual’s ability to successfully complete the tasks associated with homemaking (i.e. food preparation, housekeeping, budgeting, shopping, childcare, etc.)

· Vocational assessment information, whether formal or informal.  This should include other vocational goals that were considered and why they were not chosen.

· The individual’s strengths, interests, and abilities; as well as the sufficiency of the individual’s financial resources to sustain self and family, when appropriate, as a homemaker.

· The services the individual requires in order to successfully meet the demands of homemaking.  It is expected practice that the IPE include guidance and counseling and at least one service directly related to homemaking.  Services needed by a homemaker may include:

· Budgeting classes

· Benefits planning consultation

· Independent living skills training

· Self-advocacy or assertiveness training

· Childcare instruction

· Rehabilitation technology necessary to complete work tasks

· Nutrition classes

· Bus training

· Mental or physical restoration

Documentation for a vocational goal of Unpaid Family Worker

The reason for the selection of this vocational goal must be thoroughly documented, including the consumer’s choice and the counselor’s input.  Documentation should include the assessment, which has identified the individual’s needs and the services required to achieve the specific vocational goal.  As appropriate the following topics should be documented:

· How the individual’s disability in conjunction with attendant factors has impacted the individual’s employment opportunities.

· Vocational assessment information, whether formal or informal.  This should include other vocational goals that were considered and why they were not chosen.

· The individual’s strengths, interests, and abilities; as well as the sufficiency of the individual’s financial resources to sustain self and family, when appropriate, as an unpaid family worker.

· The services the individual requires in order to be successful as an unpaid family worker.

Annual Review

Annual review shall be done within one year from initial date on IPE or from last review and shall be clearly identified on the progress note.  The minimum requirements include:

· Review of disability and disability-related issues as they relate to rehabilitation and employment

· Consumer progress toward reaching the expected vocational outcome

· Grade review if applicable

· Document discussion of annual review with consumer or, if applicable, his/her representative 

· Problems or situations, including the review of the need for any changes or additional services

· Date of next review

· Review of all services listed on the IPE

· Financial update

· Next steps

Case Closure

Documentation of a case closure should be included in the case record regardless of the type of closure.  The minimum requirements for case closure documentation are provided below for each specific closure type.

Positive Employment Outcome 

· Explain how services contributed to the success of the consumer

· Address the consumer/counselor agreement that the closure is consistent with the plan goal (IPE or amendment)

· List place of employment, job title, and report wages/benefits

· Describe satisfactory adjustment to employment

· Address post employment services

From Applicant status 

· Note multiple attempts at trying to reach the consumer

· Note date of closure

· Note closure reason

After IPE developed but not successful

· Note multiple attempts at trying to reach the consumer

· Note date of closure

· Note services provided

· Note reason for closure

From Eligible status

· Note multiple attempts at trying to reach the consumer

· Note date of closure

· Note reason for closure

From Post-Employment status

· Note date of closure

· Note reason for closure

· Note services provided
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