Vocational Rehabilitation Chapter 40: Case Management

40.2 Case Folder Organization

(Revised 06/12, 02/13, 12/15)

The purpose of this section is to describe the processes that are necessary for case file uniformity. You are ultimately responsible for the:

· management of the caseload; 

· location of case files; and 

· case correction activities. 

The case file system consists of an electronic case file and paper case folder.

40.2.1 Guidelines on Use of Two-Sided or Six-Sided Case Folders

(Revised 07/06, 03/12)


Documentation of service delivery, including contact reports and other reports, are maintained in either a two- or six-sided case folder. Each region may determine which type of folder is used. Regardless of which type of folder is used, the folder order listed below must be followed.

Documentation maintained in ReHabWorks should not be duplicated within the case file.

Documentation of service delivery, including contact reports and other reports, are maintained in either a two- or six-sided case folder. Each region may determine which type of folder is used. Regardless of which type of folder is used, the folder order listed below must be followed.

Documentation Order
…
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