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40.6 Updating Case Recording

40.6.1 Purpose

The purpose of this section is to provide procedures for updating case files deficient in documentation


· 
· 
· 
· 
· 
·  

40.6.2 Documentation Guidelines
It is not against agency policy or federal regulations to update a case folder so that it accurately reflects the services provided and progress that a consumer has made in his or her rehabilitation program. The updating  must be clearly explained on an IPE amendment, and a reasonable explanation of facts, circumstances, and rationale for actions taken must be entered in the case note. 
40.6.3 Procedure for Updating


· 
· 
· 


When substantial services have been previously provided or authorized, but not documented on the IPE, an IPE amendment is developed with the consumer. The amendment lists the previously supplied substantial services, and the dates they were provided. 
In the “Amended progress review criteria” section of the IPE, the counselor documents that either all or part of the amended plan is to record services agreed to and previously provided to the consumer, but not properly documented in the IPE.

If it has been longer than one year since the significant service was provided, but was not on a plan, the counselor documents in a case note that the service was provided but not planned. Note that the consumer was contacted and was in agreement. 

If there is doubt about the procedure to correct the case record, the counselor should contact his or her immediate supervisor, or VR coordinator.

40.6.4 5 Procedures for Updating Other Caseload Materials

When any other caseload information is missing, such as training reports, invoices, etc., the counselor attempts to obtain copies of those documents from the vendor. If copies are not available, the counselor documents in a case note the attempts to obtain the reports, and that these items are missing from the case record.

Case Note example:

In an extensive counseling session with Mr. Rehab, we had the opportunity to discuss, and initiate a corrective action regarding the fact that we had not completed an annual review with him as we should have by the end of June 2006. We clarified that the majority of services during the past fiscal year were adaptive technology services, and that rehabilitation teacher services have been ongoing since June of 2006. The consumer has been very pleased with the assistance he has received from the VRT.

Today's annual review has resulted in completing of an amendment that details the corrective action for the ongoing teacher services and adaptive technology services, and includes services to provide for the following issues: work-related clothing and/or incidental supplies, as well as assistance with relocation and/or moving expenses

Mr. Rehab is very excited about this opportunity, and hopes it will provide him the career direction that will meet his interests, motivation, and current work desire. Authorization for services will be forthcoming, based on their need.

Example of IPE Amended progress review criteria:
Mr. Rehab, you are aware that our annual review and the completion of this amendment provides for corrective action regarding the fact that rehabilitation teacher services, and adaptive technologies services, although agreed to, were not on the written planning from June 1, 2006, to the present time. We have agreed that review criteria for previous and ongoing services will remain the same. Reports from the rehabilitation teacher document your training and organizational skills, communication skills, record keeping, completion of work applications, etc. The training reports also confirm your ability to use ZoomText.

