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Workload Standards Study

	1.
Perform initial intake
	· Receive initial call, referral
· Perform screen-outs

· Work Barcode and ACES printouts

· Perform written intake

· Set up record 

· Assign case to case manager

· Gather information

· Make collateral calls/referrals

· Assist client/family to complete forms

· Other

	2.
Transfer case
	· Review case

· Assign case 

· Complete transfer form

· Conduct nurse evaluation of new cases

· Do rework as necessary

· Other

	3.
Complete assessment process
	· Complete assessment tool, including data entry
· Interview, assess client need and functional abilities

· Conduct nurse consultation/visits

· Make other collateral contacts

· Conduct pre-visit preparation

· Other

	4.
Develop and implement service plan
	· Discuss specific service needs with the client/family

· Obtain signatures on the service plan

· Research and refer to resources

· Prepare and circulate service plan

· Request Exception To Policy

· Conduct nurse consultation/visits

· Develop client self-directed care

· Perform SSPS authorization and data entry

· Other


	5.
Perform ongoing case management or monitoring/care coordination
	· Complete SER and other documents

· Make collateral and client contacts

· Assist with other service referrals and follow-up on referral

· Request bed holds

· Terminate services

· Review service plan with IP

· Conduct nurse consultation/visits

· Provide problem-solving and crisis management with client/family

· Perform SSPS data entry

· Other


	6.
Perform care provider contracting, training and coordination
	· Conduct IP background check, training, verification
· Obtain IP signature on contract

· Coordinate IP invoice and payment issues

· Provide problem solving and crisis management with IP provider

· Provide problem solving and crisis management with non-IP provider

· Conduct nurse evaluation of training needs, provide instruction to care provider and client

· Other
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