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40.8.3 Completing a Caseload Inventory

A caseload inventory differs from an individual case review in that it is not completed on a specific form but is a document created for a specific caseload using data from ReHabWorks. Staff members can use the caseload inventory to manage and review their caseload and to identify needed corrections. The professional support staff from each DBS office has been trained to create a caseload inventory. If additional support is needed, contact the Consumer Services Support Unit at (512) 377-0589.

Typically, the coordinator, with help from a rehabilitation assistant, completes a caseload inventory annually. The caseload inventory
· identifies documentation and procedural trends, 

· helps counselors better manage their caseloads, and 

· ensures the quality of services. 

A caseload inventory generally includes the following information:

· consumer's name, 

· case ID, 

· 
· current phase and date, 

· referral date, 

· application date, 

· eligibility date, 

· last plan date, 

· last contact date, 

· preliminary assessment date, 

· comprehensive assessment date, 

· case notes, 

· ineligibility and closure reasons, and 

· any additional comments. 

For more detailed instructions and a blank caseload inventory, see Caseload Inventory Format.

If a caseload inventory shows a need for corrective action, the counselor and the field director work together to develop an individual plan and schedule.

