Case Management Notes Checklist


General
Use this “cheat sheet“ for your case management appointments to control the flow of the meeting and also ensure that you have captures the information you will need to write a good case note.  Simply take notes on this sheet while you are meeting and transfer these notes to your OSOS record (as a comment) at your scheduled data entry time (at least weekly).

Date
     
Counselor
     

Client Name 
     
B – Background Information.  Is there anything new to add to the record?

     
     
R – Reason for Meeting.  Why was this meeting scheduled?  What was the purpose?

     
     
O – Observations.  What did you observe today that would have an impact on employability?

     
     
     
     
C – Content.  What happened during the meeting?  Write a very brief summary of the meeting.

     
     
     
     
R – Results.  What were the results?  What was the outcome of the meeting? How did it go?

     
     
     
I – Impressions.  Based on the plan, is the customer on schedule, ahead, or behind?

     
     
P – Plan.  What’s the plan for the next meeting?  When? What purpose? What should happen between now and then?
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SPECIAL NOTE:  Permission is granted to all workforce professionals who attended the NYATEP Fall Conference 2005 training to reproduce the sheet and use it locally to help with their documentation.  © Lengal Vocational Services Inc.  All rights reserved.








