Disaster Response Program:  Traumatic Loss and 9/11 Services

Case File Procedures


1. Upon assignment, Case Managers/Advocates are required to create a case file on the client immediately.

a. A file label should be printed with the Clients Name (Last, First) and marked with the OPEN DATE (911_Response\Maria Nikolatos\Forms\911 Response Program Records Review Form.xls).  All Case Management Case/Client Folders are red 6-section classification folders.  *Note:  Case Managers/Advocates are required to contact clients within a 48-hour period of assignment.
b. The breakdown of the file is as follows:

1. Section1 – Initial Information:
a. Demographics Form – Page 1 should be completed upon initial telephone contact with client.  *Be sure to date with your intake (original contact) date.
· Any incomplete fields (information the client does not feel comfortable giving over the phone -i.e social security number) must be completed/supplied during the initial face-to-face with client, where all paperwork will be reviewed, completed and signed.

b. Client Financial Form – is required to be completed at time of initial face-to-face meeting with client.

c. Insurance/Copy of Medicare/Medicare Card – copies/information is required to be supplied at time of initial face-to-face meeting with client.

d. Client Financial Assistance Log (Dir. Fin Asst.xls) – a print out is needed as direct financial assistance is allocated.  (I.e. each time a voucher or gift card is processed for the client, it is noted on the log, the log for said client is printed and secured into the file for quick reference) - this is required to always be up-to-date.

e. Confidentiality/Clients Rights/HIV Policy:  is required to be read, completed and signed by client at time of initial face-to-face meeting.

2. Section 2 – Assessment and Planning:
a. Wrap-Around Assessment: is required to be completed at time of initial contact.   

· Any incomplete fields (information the client does not feel comfortable giving over the phone -i.e. social security number) must be completed/supplied during the initial face-to-face with client, where all paperwork will be reviewed, completed and signed.

b. Vouchers & Bills:  See Case Management Voucher Procedure.

c. Applications for External Services:  Are required to be completed as needed.  (i.e. as new services are made available, and if the client meets eligibility requirements, an application should be completed).
d. Referral Forms/Release for Information Form(s): Are required to be completed as needed.  (i.e. as new services are made available, and if the client meets eligibility requirements, a referral should be made – all referrals require a follow-up to client within 1-weeks time of referral).
3. Section 3- Medical/Psychiatric:
a. Any and all records from a medical/psychiatric doctor received.

4. Section 4 – Service Documentation:  

a. Progress Notes:  It is required that any and all contact regarding a client is noted in the progress notes (i.e. Contact with supervisor, outside agencies, correspondence received/sent, messages left/received processing of vouchers etc.).  
5. Section 5 – Correspondence:
a. Court Orders:  Court orders received.

b. Other Correspondence:  All correspondence received and/or sent should be placed here.

6. Section 6 – Collateral Information:
a. Records from other, current/previous agencies/providers:  records from other, current/previous agencies/providers received.

b. Identification and Eligibility Documentation:  i.e. Photo Id, marriage certificate, birth certificate, death certificate etc.

c. Tracking Form:  911 Response Program Records Review Form.  

· It is required that all case management files be randomly reviewed for compliance.  

1. Reviews are required daily with each Case Manager/Advocate randomly choosing 2 case files of another Case Manager’s/ Advocate’s caseload to review.  

2. As the file review is completed the 911 Response Program Records Review Form (911_Response\Maria Nikolatos\Forms\911 Response Program Records Review Form.xls) is completed, marking each section/subsection as compliant, non-compliant, partial compliance, N/A.  *Note:  An explanation is required to be provided in the comments section of the review form for each section/subsection that is found non-compliant or partial compliance. 
3. Once the file review form is complete place it behind all paperwork in Section 6 – Collateral Information. 

· The reviewed files are given to the Program Director or Designee for their review. 

*NOTE:  It is required that any and all contact regarding a client is noted in the progress notes.   This includes contact with supervisor, outside agencies, correspondence received, messages left etc…
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