STATE DEPARTMENT OF REHABILITATION SERVICES

VOCATIONAL REHABILITATION AND VOCATIONAL REHABILITATION


 FOR THE BLIND & VISUALLY IMPAIRED


612:10-9-13.  Case recording

A case record accurately and completely maintained can assist the rehabilitation teacher in the development of an effective teaching program, provide continuity in the provision of services and enable the teacher to evaluate the consumer’s progress. It also serves as a legal basis for the expenditure of funds and documents actions, activities and decisions of the teacher.  Standard types of case recording include narratives, forms, correspondence and use of use of the DRS electronic case management system. 1
INSTRUCTIONS TO STAFF
1.
Case recording is the documentation of significant information and activities during the case process.  A case recording entry may include information on a single event or a summary of several events.


Narrative recording is generally used for initial interviews, closure summaries, justification of the rehabilitation teaching plan, counseling activities, planning and decision-making.


All case recordings are to be written in logical, coherent terms with no derogatory statements, unexplained abbreviations, or acronyms.  Regular, concise recording of events as they occur in the case process will provide reference points for teachers and other authorized persons when there is a case transfer, case audit, or the case is used for a fair hearing or litigation.
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