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40.1.2 What to Include

Case notes are used to document
· routine contacts with consumers at least as often as agreed upon by the consumer and the counselor; 
Note: Contact at least once every 90 days is recommended. 
· an explanation of any time extension beyond the allowed 60 calendar days to determine eligibility; 

· the consumer’s progress or lack of progress toward achieving the vocational goal; 

· the IPE annual review results if there are no substantial changes in services, responsibilities, or other areas in the existing IPE, noting that the consumer and counselor are in agreement that no changes are needed; 
· a summary of the contents of medical or postoperative reports; 
· analysis of information and any conclusions reached from reports or data; 

· clarification of vague or inconsistent information found elsewhere in the case file, 

· "no shows" of providers or consumers as required in the TUG;
· a concise history from referral to closure; and 

· all case information given to others who are helping the consumer achieve a planned outcome. 
…

40.7.5 Completing a Caseload Inventory

A caseload inventory differs from an individual case review in that it is not completed on a specific form but is a document created for a specific caseload using data from TWorks. Staff members can use the caseload inventory to manage and review their caseload and identify needed corrections. The professional support staff from each DBS office has been trained on creating a caseload inventory. If additional support is needed, please contact the Consumer Services Support Unit at (512) 377-0589. 
Typically, a caseload inventory is completed annually by the coordinator with help from a rehabilitation assistant. The purposes of the caseload inventory are to

· identify documentation and procedural trends, 

· help counselors better manage their caseloads, and
· ensure the quality of services.

A caseload inventory generally includes the following information:
· consumer’s name, 

· case ID, 

· hyperlink to the case in TWorks, 

· current phase and date, 

· referral date, 

· application date, 

· eligibility date, 

· last plan date, 

· last contact date, 

· preliminary assessment date, 

· comprehensive assessment date, 

· case notes,
· ineligibility and closure reasons, and 

· any additional comments. 

For more detailed instructions and a blank caseload inventory, see Caseload Inventory Format.
If a caseload inventory shows a need for corrective action, the counselor and the field director work together to develop an individual plan and schedule.
