
1.1 Using this Policy 

…

Chapters of policy follow the rehabilitation process from initial contact to closure and post-closure services. Each chapter describes the activities that may take place during that phase of the rehabilitation process. However, the rehabilitation process may not always be linear, and you may need to repeat activities, skip activities until later in the process, or begin more than one process at the same time. For example, once the individualized plan for employment (IPE) is completed and service provision started, you may need to revisit the plan if circumstances change.

…

1.2.8 Reflecting Quality Program Management in Documentation

...

In addition to prescribed incidental case notes, at a minimum, every electronic case file must document the activity that was performed for or with the consumer, as described in the following table.

	Activity
	Documentation

	…
	

	Opening or reopening a previously closed case
	A case note or series of case notes that describes

· circumstances of previous closures and need for opening a case; 

· changes that will lead to a successful case outcome; and 

· consultation with the area manager, if applicable. See Chapter 2: Initial Contact and Application, 2.7 Reopening or Adjusting the Phase of a Previously Closed Case, for more information. 

	Determination of eligibility
	A case note or series of case notes that describes

· information that supports how the criteria for eligibility are met, 

· circumstances leading to a determination of ineligibility, 
· or 

· the process of an extended evaluation and the clear and convincing evidence that led to the eligibility or ineligibility decision. 

For SSI-D or SSDI cases that are not presumed eligible immediately, document what precluded immediate presumption of eligibility in a case note.

Example of eligibility determination case note

	Assessing and planning
	A case note or series of case notes that shows how the assessment resulted in

· identification of potential employment goals; 

· decisions that support the goals, objectives, and services of the IPE; 

· consumer's informed choice; and 

· development of the plan for contact with the consumer. 

For consumers who are high school students, the case file must demonstrate coordination of the IPE with the goals, objectives, and services in the Individualized Education Program (IEP).

Examples of assessing and planning case notes


...


