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Foreword o -

»
r A N

" The Systematic Caseload Management Traning Package teaches the following caseload
management skills* planning, time management, and progress review Plannifg focuses
on the specification of goals and action ‘plans to be accomplished by the counselor Time
management deals with the effective allocation of rehabilitation counselor ime for the critical
tasks performed by the counselor to meet client, ¢ounselor, ‘and dgency needs. Progress
review aftends to the regular assessment by the counselor of accomplishments to determine

if planned goals have been achieveld All three skills play a significant role in fhe éffective

management of the rehabilifation counselor's caseload. . -

]

The development of this package was no simple }gsk A tremrendoué ofnédnj of support and

consultation were receved, In-fact, so mgny people reviewed the mot}en’oj thatit would pe"".
moast difficult to' list eath person's namme. However, we are parti€ulary ingebted to a number” *
of Region VI rehabilitation personnel who served on ‘user review teams” and pravided input .

'

and suggestions from the trather's, viewpoint as well as the prachtioner's viewpoint Among -
» 4 . - ‘ . P ’ .

-

these were . . .t .

- .

AJ. Baker, Ackansas: - .. S
Billy Brookshire, Texds : e s - . .
linda Doehne;Texas - . -, - .. ) - } .

° +  ladra Ferrary,'New Mexico ;oL A “

John Garland Flowers ll,Yexas =~ - - ' ,
Clyde Martin, Oklahoma . o . M
Harold Skinner, Oklahomg ‘ "
Alton Toms, Louisiana ) . ) .
Lewis Urton, Arkansas ) \ e .. K
" Aiton Wachtendorf-Arkansas . 3 ’ .
© Tom White, Arkansas | : ) .
Myrna Breeden, New Mexico ’
Steve Cumnock, Arkansas ) ' .
. ‘lonnie Current, Oklahoma ' : . .
Jorge Gareiq, Texas . '
Leslie Paimer, LouiSiana i L
+ Anita Wooley,, Louisiana . : . N
Karen Sandini, Oklahoma .. ’
George Wynne, Texas :

. . . S .
We also opp‘re\ciof‘e the help we received f% members of the Arkansas Rehabilitatioh
"Research and Training Center, particularly Dou | Rice, David sigman, and Richard Roessler.
Lea Ann Crees, Tammy Bowers, Judy Heningjon. Lorrairie Hogue, and Patty George also
deserve recqQgnition for their fyping contributions. Thanks are.extended to Mary Drevdahi for

.~

her proofreading of the final manuscript.

.

~ ' . - Reed Greenwood"

i o Stan™d Rubin

Cees . . ) . " RoyC, Farey

-
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+ The Systematic Caseload Management Training Package
s . .+ " Instructions to Trainer ‘

The Sysfemdtic Caseload"Management Training' Poc'kc.Jge' consists of. ;-
. \ ¢ ‘

]

N

L4

4 ATrnerS Guide

. ., 2 Participant's Workbook . ) .
Trc?ner’s Guide:This manual contains the narative which the instructormay read orpara- ]
‘phfase It should be used in conjunction with the Participant's Workbook. In some  *

. instances the manua! and workbook contain identical material; in others, the material is
similar but not identical. . ' T ) ‘
Parﬁéipqnfs Workbook. This document contains allthe férms gndtraining aidsthatwould

. fypically be distributed to the parhcipants dyring the workshop. . W

The package is intended to provide. the instructor with instructional materials necessary for -
teaching Systematic Caseload Management. However, the instryctor should feel free to
, substitute dnd/or add examples dnd training. aids which are most appropriate to-a given ,
* « Qroup of trainees It may also Be necessary for the instructor t& modify some of the activities
provided by this package to fit a particular teaching style and/or time considerations.

Workshop Schedu\e_

The Systeﬁwoﬁc Caseload"Management Training Package is flexibly str‘ﬁctdre_% to allow for
varying training schedules. The training program can be presented in its enhrety, that is, the
instructor and the traginges can meet on consecutive days until all the instructional
components have been covered. Or, the instructional components can be,coveredin a series

0

of training sessions. It is regommended that the instructional compo}qents be presénted In

0

»
.

order and as close together’timevgise as possible. Your expenence with the package may
suggest a more appropriate schedule. ’ AR
. s Adequate lunch and rest-breaks should be scheduled into the workshop. Work period
“* should not‘e'xgeed two hourperiods and participants should not be scheduled formorethan
7% hours of work time per days . : . -
Depending on the amount of group discussion allowed, all materials should be covered in
' approximately 15-hours. w

LY

* ' v
» Number of Participants X .
. - ‘. y "
Because of the nature of some of the activities, the program does not lend itself well to large
group instryction. Group size should be restricted.to a maximum of fiteen paricipéants.

Participant Selection o ,

¢ Since the program wa$ designed specifically for rehabilitation field counselors, that group .
would probably receive the greatest benefit from the training. Within the rehabilitation
. counselor group the newer counselors would likely henefit most. Rehabilitation supevisors
who wish to have a “modél” asa guide for critiquing their counselors’ caseload management, -~ |
behavior shouldaiso find the training beneficial. Also trainees must be willing to completethe
pre-training activities presented,in Appendix A. S B ‘

Y

[
+

a




&,
Classroom Seﬂmg : * . *

Freedom from outs»de dlstrocnon and participant comfort are the pnmory consndercmons in
serectmgo classroom for instruction. The classroom should be aranged to allow free intgr-
action among participants ideally, the participants should be seated around a conference
table it is necessary for the participants to have some type of physical structure to handle the
workbook and allowthem b write Guardagainst having an oversized classroom Since part of
the training involves listening to tapes, an excessavely large classroom moy make under-

standing difficult.
i) : \ {
Group DISCUSSIOH
Group discussion is an infegral element in the success of this training program. The tramer
should make every effort to facilitate the expression of participant reactions, ideas, etc. Each
exercise Involves group activities. The participants should be divided into groups ofthree each

. with-each group selecting a reporer to present the report after each exercise.

Equipment Needed L
A caséette recorderis a necessity. An auxiliary speokerwhlch provides good sound quality
. would also be a valuable aid.

. Participants will be required to respond to wrmng during the program, and will need pencils ‘
or pens. )

A cﬁéﬁ{(boord qnd chalk are helpful for some activities.

.

Handllng\pf Paticipants’ Workbooks .

When padicipants’ workbooks are distribyted, trcnnees should be instructed to refrain from
moving ahead Qf the page currenﬂy under discussion. Curicsity tempts pomcaponfs to look
. ahead through the material Because ofthe sequential nature ofthe activitles, this can detract
from class distussions It is also suggested that workbooks be left in the classroom whenever
class is not in session. Paricipants should keep ?helr wdrkbooks at the conclusion of the
program.

.
~

Ordering Materials

Order forms for all materials of the Focnmcmve Case Management pockoge may be
obtained by wiiting: oy

Director of Training N
Arkansas Rehabilitatiok Research and

Training Center . ,e
P.O. Box 1358 - - . - .
Hot Springs, AR 71901 . .

T e
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systemafic Caseload Managgmem‘ P

\ A Trairiing Package Within the Facilitative . ¢.
\ LTI Case Manggemeﬂt lijdel . -

The Facilitative Casé Management Madel is based upon the beluefjho; the total rehabili- -

tation of the person is the goal of our involvement with those re ving-rehabilitation services
“The rehabilitation counselor 1s ethically responsible for attempting to seve the<'whole" person.*
.Senices must be deliveréd. without viclahon of the chent's righfs to human dignity and
independence : : - !

Aithough most rehabilitation professionals would see the last statement gs valid, its vcjlue is
imited n regard to defining the rehabilitation counselor's rofe. Thatole has been the object of
controversy for almost twenty years. Some have destnbed him/her as a counselor Others
have descnbed him‘her as a coordinator Stil others have descnbed him/her as counselor- -
coordinatoy Ifthe focus is resf{icted to counselofs employed by state rehabilitation agencies,

much of this comroversy can
" vocational rehabilitation proc

be resojed on the basis of job demands Observation of the

ess described In McGowan and Porter

(1967) and Rubin and .

Roessier (1978) and the results of,

menerand Rubin’s (1980) rehabilitation counselor role and

* caynselor must be: ' ,‘ . :

«fdnction research makes it clear that the state agency rehabiiitation counselor must.be both

“an effective counselor and an effective¢oordinator.

“Overall, the reséon;ch on rehabilitation counselor role and function suggests that the

~ . - ) -
# an effective interviewer oL . .
an effective diagnostician .
an erfec\tiv.e goal sefter
an effective coordinator .

an efficiency expert Ceo ' '

‘v n w N

T ———

P

- .

¢ ' ; ) - ) 2
The Facilitative Case Management Model aitends to all four areas through three instuc- . -

tional fraining packages. They are: e .
1: intake Interview Skills for Rehopilifotion Counselors .
2.'Goal Setting: Guidelines for Diognosis_ond Rehabilitation Program Development
3. Systematic Caseload-Management—- ' - )
The three training packages are designed to teach the folllowing rehabilitation counselor
management skills: O\ _ ¥
. Céselood mdnogemem ' <

1

2. Relationship building

3. Intake interviewing

4. Arronding for diagnostic senices
5

6

7

v
hY

- Diagnosis of client problems and rehobilitotbn'nefeds . “

- Goal-sefting interviewing _
. Goal monitoring

WY

]

<

A
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. The Systematic Caseload Managément Training Package focuses on the mon’,ogement
LT v} responsibilities of the counselor 1n order to cany out those respgnsibilihes, -t is necessary o, -~
> understand the basic counselor fupctons and tasks (many ofwhich are covered in other FCM
training packagés) demanded by .the rehabititation brocess. It is also necessary to ) ..
v . un‘dgrs,tond those specific managment skills which must be mastered by the rehabilitation -
counselor. The latter include plonning,\Qmea management and progress review skills. K

- With that in mind, the Systematic Caseload Management (SCM) Tr&imng Package deals r
with the necessary knowledge and skills which the rehabilitation counselor must pgssess to
effectively manage a-caseload Special attentiop.is directed to the resources which the

- counselor brings to bear with and for the client and the most effective use ofiimg\fsr resourge
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Overview of the Systemdtic Caseload Mcndgéfne,nt
" ~_ .Tragining Package™ oy

Systematic Caseloaq Management (SCM) training is “directed toward ‘upgrdding
, Tfehabiltation* counselor skills related to the r‘nonogemenj of-an entire caselodd of
rehqbilitahon clients . ) t co

. ! 1]
SCM training covers three major p‘r(éses, Planning, Time qungmemond Progress Review
Planning focuses on the-spécification of gdals and action p'|or35 t'q be accomplished byhe
- counselor The counselor pjans for the use of his ‘her time, resources and all counselor tasks
° Time-Management. depls with the effective aljocation of rehabilitation counselor time for the,
crtical tasks performed by the counselor to ‘meet client. counsélar and agency¥needs.
'.Progres,s review is the rgguloro%essment bythe,counselorofoccomphshments to deterrine if
planned goals have been Schieved. These three phases,are directed to thé fo wing
questions ‘(1) What is to be acédmplished and how? (2yWhenisthe task tebe done?and (3) ¢
‘Was the task done and if not what should.be dong to accorhplish it?

. . [4

During SCM Training the counselor il be introduced to the Knowledge-and skillsnecessary

to plan, manage time and assess progress. Theré dre also trainee participation exercises

- designetd to promote the leamning of guidelines through direct expernence. Addipnally, the
.- tranee wil be provided with working tools for implementing the -Quidelines of effective  ~

- planning, time management and progress review Ihere are pre-training actvities required of

‘the trainees THese are presented in Appendix A and will be used dunng the Time Manage-

ment tralning. s - v

.
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- Infroduction fo Planning \

The rehabilitation counselor must concurrently serve many clients, each of whom requiresa
certain amount of counselor work time. Agency meetings, supemvisory conferences and con-
tinuing education programs also place significant demands on counselomwork time.
Therefore, if service goals are to be achieved in an effective manner, careful planning is
necessary .

., 4 ~ + . R

This phase of Sy/f fraining introduces the counselor to the necessary knowledge and tools
for effective planping. Necessary knowledge includes: (1) the basic functions and tasks
performed by the counselor, (2) the rehabilitqtion process, and (3) the relationshjp among
those two. Such knowledge is essential for any counselor employed by a state rehabilitation

agency. . .

During Planning training, instruction isprovided in techniques for“monitoring sgr!:ce goals
and developing action plansto achieve those goals® Therefore, trainees will ba aught to
effectively scan their caseloads Yo determine service goals and actions necessary for

. achieving those goals. Planning insfruction is also provided for meeting agency and job
related self-development needs as well as on establishing priorities and maintaining flexibility.

Therefore, the purpose of this phase ofthe troﬁing‘ls to prepare the traineg to be systematic
in scanning service goals and developing action plans tb achieve these goals. Secondarily,
the purpose is to provide the counseldr with general planning guidelines and the tools by
which planning can be effectively accommlished, . 0

‘.
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\ . W . :___ -
. 6bjectives; for Training in Planning \ .
. N
. " The Planning Phase of the SCM training pockoge hos five objechves These are to promo?e
.an understanding of: - ° . .-
ycﬁon counseling functions and tasks, ‘ ‘
2-1he fehabilitation process. , .
N 3 the relationship omoﬁg thecoun.selor'funcﬁons and tasks onq the rehabilitation process,
© 4. general planning guidelines, o .
= 5. and a technique for monitoring service goals. T
. v - ‘ -
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Guidelines for Effective Planning .

« e . . .
1 -the rehabilitation counselor is called upon to fulfill many professional functions as part of
his’her work role with any given client Those functions include: (@) intdke interviewing, (b)
. eligibilty determination, (c) joint development of the rehabilitation plor?)(ii)_ aranging -
- and purchasing rehabilitation plan designated services, (e) monitoring and problem
solving,-and (fy placement and follow-up. .

Elaboration by Trainer ) . .
Page 3 of Remticipant's Workbook . .

For effective planning, the de;'nonds of those six functions must be
thoroughly understeod. You may wish to jot down netes aboutth esefunctions
in your workbook. .

Intake Interviewing: A major function of the counselor is the initial intenjew - :
and the information collection and information dissemination tasks \
associated with initiating the client into. the rehabilitation process. The <.
information - collection demands of the intake interview can be obsemved jn

- Table 1on pages 4 and 5 of the Patticipant's Workbook, which provides a list of
of the types of information obtainable vid the intake interview. '

Eligibility Determination: The next migjor function involves the ananging for
necessary medical, psychdlogical and/or work - evaluation and the
processing of all available information on the client in order to determine ciient
eiigibility for rehabilitation senvices. Table 2 on pageséand 7 inthe Patticipant's
Workbook shows the large number of diagnostic questions thatwould have to

*  beaddressed during the evaluation process.

Joint Deve‘lopménf of the Rehabilitation Plan: The third major function is to .
jontly develop a rehabilitation plan-with the client. ' -

@ * . " Aranging and Purchasing Rehabilitation Plan Designated Senices: This
task involves the variety of arangements for services such as taining, physical
restoration, and. related supportive serwvices such as transportation and
housing. These tasks usuaily involve contact with other professionals such as
physicians, psychologists, social workers, vocational evaluators, supevisors,
secretaries and placement personnel who may be located within or outside
the agency. The counselor also maintains a case service budget which allows
for the purchase of necessary client sewvices. These pufc?ses have to be
made according to the reguloﬁon§ governing sound pur¢hasing practices.

Monitoring and Problem Solving: This function deals with monitofing the .
sevice program developed in the réhabilitation plan and assisting in prablem
soiing tasks as necessary during the service program: .

- Placement and Follow-up: itis nomnuzt]olforthereﬁobilitoﬁon counselprto PR
become involvedin the direct placement ofthe clientin ajob. This taskinvolves '
. all the activities which could,be connected to the placement process; e.g.,
= + contacting employers, job analysis, contacting clients following placement.. .
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2. Inthe sevice prSvusionbhocess for some clients, the rehabilitation counselorwill be called
upon to interact with significant others. .

Elaboration b\i Trainer . ) .
" Page 8 of the Participant's Workbook _ ) _
Families of clients, client fiends, and a host of community resource person-
nel such as civic club members may also be involved in the client's rehabili- -

tation program. V/Vhen this is the case, the counselor must inf€ract with these
* 7 individuals. o
<
3 Eachof the functions discussed under Guidelines 1 or)yé requires the rehabilitation coun-
selortp undertake the case processing functions of (a) recording and reporting, and (by’

o " decision making. Again, those tasks must be thoroughly understood for planning
purposes. . ) ’ . _ )

Elaboration by Trainer - g
Page 8 of-the Participant’s Workbook ,

. Recording and Reporting: These tasks involpe those completed by the
counselor as an official representative of a public agency for which records
and reports. are-required. Eligibility determination; rehabilitatictr plan develop-
ment, and pl)rchosing sewvices are examples of.actvities requiring reporting

N

) and recording.
} " . Decision Making: In addition to assisting the client in making dechns
: about vocational plans and services the counselor makes decisions asa rep-
resentative of the agency on such topics as eligibility, services to purchase for
clients, and the appropriate time for case’ closure. It is expected that these
decisions are made in the best interest of the client and the public.

. . b . P . ‘\;
4. In order to effectively plan for the management of the caseload, the rehabilitation coun-

selormustthoroughly understand theglemands ofeach functién listed under Guidelines 1,
2, and 3. . e "

‘ \ .
Elaboration by Trainer .*
- Pade 97 of the Participant’s Workbook

v

The Facilitative Case Management approach .requires- rehdbilitation
counselor proficiency in those functions.and tasks listed in Figure 1. These
functions represent key activities in the rehabilitation process. If performed
effectively by the counselor they will greatly enhance his/her effectiveness in
senving rehabilitation clients. They should be kept in mind throughout the entire
SCM training process since they are central tQ the meeting of client's needs.

- ‘ ' !




Exercise 1 .
Pages 10-13 of the Participant's Workbook

We heve just covered the major rehotlilitotion counselor job functions. Meeting in small
groups, icritique the contents of Figure 2 in regard to the appropriateness of the match
between each function and task and the required knowledge and skills listed. Feelfreeto add
knowledge and skills not found in the list. -

-

-
»

_ 5. To plan effectively, the rehabilitation c'ounselor must aiso

understand the rehob.ilitotion

process. That process is divided into threg basic phases: evaluation and planning,

treatment, and termination. The client moves through these.phases in an orderly manner

with the sewvices provided by the counselor and all others involved in the rehabilitation of
A the client: ‘ )

Elaborgtion by Trainer .
“Page 14 of the Paticipant's Workbook

Figure 3 lists the three phases of the rehabilitation process and space is

provided for hote taking under each phose: i
The three major phases of the rehdbifiitation process are defined as follows:

Evaluation and Planning: The collection of ali significant information affect-
~ . . ingthe rehabilitation efthe client; the procéssing of this information to armive at
altemiative vocational choices; and the selection of a vocational choice and
senvice plan for converting the vocational choice to related employment.

" Treatment: Senvices determined as needed during the evaluation and plan- -

ning phase are implemented during this phase under three general

headings—counseling and guidance, physical .restoration and training. \

ally, services in support ofthese such as maintenance, transportation t -

and tpols and equipment may be provided during this phase. b

ination: This phase begins withthe attainment éfali glie‘nt intermediate
rehabilitation objectives with the possible exception of job seeking skills. With
the exception of those clients requiring post-employment semvices, it ends with
the g,mployment of the client fo¥ a minimum 60 day period.

’
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6. The rehabilitation process can be further understood by knowledge of the case stotug

system used throughout the vocational rehabillitation agencies in the United States. The

. case statys system parallels the three phases of the rehabilitation process(Evaludtion-
- Planning, Treatment and Termination) discussed under Guideline 5.

Elaboration by Trainer . . . ’
Pages 15, 16, and 17 of the Participant's Workbook < . '

Figured on pages 16 and 17 ofthe Participant's \Q’(f.srkbook shows the specific
parallel between the case status system and the evaluation- -planning, treat-
ment and temnination phases of the rehabilitation process Figure 4 should be Ve
read from left to right as a flow diagram. The optimal path if all goes well is ’
represented by the heawvy black line. Key decisions are represented by cir-
cles in the flow chart

Note to Trainer
Use the remainder of this elaboration wnh newcounselors only:

would be as follows:

a. The client becomes a referral begguse of some actidp by the client or a
third pary. This occurs at the Stafls 00 point in the system.

b. The next step is a decision point—Does the client apply fof senvices? That is,
does the client become an applicant? Ifyes, the client is moved to the next
* status, Status 02. If no, the clientis closed in Status 08. , . . g

¢. The next step is another decusuoﬁ‘pblm—ls the client eligible for rehabili- -
tation sewices? If yes; the cltent moves to the nex’r stotus Status 10, or Plan
Development Status. ‘If the answer js no in terms of meeting the third

- requirements for eligibility (a reasonable expectation that vocational °

rehabilitafion sevices may rendet the individual fit to engage in a gainful '
occupation), the next question is also a decision point. Should extended
evaluation senvices be provided to determine ellgublmw If yes, the client
enters Status 06, Extended Evallation Status, and returns again for the eli-
gibility decision when extended evaluation senicess have been
completed. If the answer regarding extended evaluation sewices or the ‘
first two - eI|g|b1|ty requirements_(the presence’ of a ‘physical or mental.
dlsoblllty and the existehce of a substantial handicap to employment) is
no, the client.is closed as a Status 08 closure.

d. Now back to the heavy black line. If the client has beeh determined as
eljgible, he/she moves t6 Status 10, the Plan Development Status.

e. Ifdevelopment of the plan is complete, the client moves to the next status,
Status 12 or the Plan Completed Status. If not, the client i isclosed from the . .
system as a Status 30 closure. - '

[
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f. To recap that part of the case status system p“grtoining to the evaluation-

planning phase, we have moved the client through the vanous stepsinthe .
. rehabilitation process from entering the, system through the development - -
- of a rehabilitation plan. This completes the formal process linked to the

. ) Evaluation-Planning Phase.

g. Now, let's move on to the Treatment Phask. We pick the client up atthe Plan
* Completed Status and begin from there. We reach another decision point.
Are seyices called fogin the plan initiated? If yes, the client moves into one

. of three major treatment statuses:

.Counseling and Guidance - Status 14 - The major services provided by
the rehabilitation counselor are counseling and guidance. *

Phy&icol Restoration~ Status 16-The majorsenvice provided is some type”
of physical or mental restoration. .

. ¢
Training - Status 18 - The major senvice provided is some form of voca-
tional, educational, personal @djustment or other training.

The next question is whether cdlled for seni®es have been initiated. If such
services never reach the initiation point the client 4s closed in Status 30,
Sometimes, senvices mdy be initiated and interrupted due to client iliness
or other problems. When this occurs, the case is placed in Sewice Inter-
rupted, Status 24, until services are begun again. ’ ’

h. We reachthe next decision point. Were senices completed? Ifthe answeris
~ yes, the client moves to the Termination Phase ofthe process. Ifthe answer
is no, the client is closed in Status 28 ‘

) i. Once the treatment phase is completed we are ready to move to the -
SR " Aermination Phase. The Termination Phase is the stage at which the '
vocational rehabilitation process ¢oncludes. When the decision point
g moves to the Termination Phase the next.sftus is Status 20, Ready fot
Employment. This maybe concurentwith the [&st of the treatment phasesif
the employment search has been completed prior to the completion of
training, counseling and guidance or physical restoration. However, the
decision point is whether or not the client is ready for employment. If the
answer is no, then additional senices may be required. Ifthe gnsweris yes,
then employment searches are initiated. Also, gervices may be interrupted
“during this phase as well. ,

j. The next decision point is wheFTe%or not tﬁe client was placed: if yes, the
client is moved into Status 22, the In Employment Status. Again, the client
may move into-Sewvices Interrupted from this status.

.
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k The last decision point is whether the e_mpfoyment was successful. If yes, ‘
the client's case.is elosed in Status 26. If no, the client will ikely retum to
R'eody for Employment or g service status. Cases may«lso be reopened as
post employmefit cases whep servicesiof a minimal nature are neededto
continue employment. The post emplo‘yméni Statuses (32 and 34) are not
shown on Figure 4. . ’

This comple&es the review of the rehabilitation process. As car now-be eosilly @
seen, the flow chartin Figure 4 has linked the three phases of the rehabilitation o
process together for purposes of providing a total and integrated view of the ~

Tehabilitation process from beginning to.end. Concurent consideration of the
case status’systerh and the three phase rehabilitation process should facilitate
_counselor identification of (1) specific tasks to be performed, (2) the major
case senice decisions which' must be made, and (3) the vanous case
processing demands associated with each step in the process.

f

4
- 4o

7. The rehabilifation counselor should” be able to systematically. reldte the counselor
functions ai¥d tasks to the rehabilitation process.

Elaboration by Trginer o .-
Page 18'in the Participant’s.Workbook | LT
’

Now that we have introduced the counselor functions and tasks and the . -
rehabilitation process, it is'time to examine the relationship’ between the two.
This calls for the introduction of the Rehabilitation Grid which interrelates the
two within one scheme. Figure 5 on pages 19-20 of thg Participant's Workbook /.
represents the basic Rehabilitation Grid. Note that the rehabilitation process )
moves alongdthe horizontal dimension and the counselor functions and tasks
move down the vertical dimension. We can tdke the infersection ofthe proces
and counselor functions and determine what the counselor will likely have tés.
perform at that stage of the process. The use of the Rehabilitation Grid allows’

<

. the counselorto clearly idgntify any task necessary to move a client from one

stage of the process to the next. For example, during the Byaluation-Planning B
phase of the process the counselor will often perform tfie Aranging task by )

making necessary amrangements for medical examinations. Also,éduring that | o
phase the counselor .will perform the Recording tasks associated with

documenting the presence of a disability, the documents associated with .

eligibilify and other case records. The Rehabilitation Gridis the basic modelfor-

linking the rehabilitation process and the counselor’s functions and should be

reviewed perigdically-to remind tqe counselor of the relationship between

these two aspectsof rehabilitation.! = : . N

The Rehabilitation Grid will be reviewed in mere depth Iater in the trainimg ‘ :
program.-After some addltional materials are presented, we will return to the * - L A
Grid and take a client through-the process, identifying each counselor task
during the major phases of the process. -

—
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This is an oppropriéte'ﬁm tore{ﬂe@?ﬁe material which has

.- . . . been infroduced thus far,

rmay wish fo make sure

B P

qifré_Ji? X
¢ through group discussion thotf’h,é t dinge*schcve“o clearunder-
standing of the following: ~ N e ¢

‘e .

1. The rehabilitation counselin

gfunétions gnd tasksinoluded

. in the Rehabilitation Gnd. . RN = ‘ v

2.-The three mdjor phases of. }h‘g;‘,e‘g'igmmon process -»
included in the Rehabilitation C-th‘iv 3 $7

4 "‘Q .
- 3. The case status system and 'the welationship between the
three phases of the rehobilnoﬁcgn.Proce‘ss. *

4. The Rehabilitation Grid and hqw it links the counselor

functions and tasks and the rehabilitatian process.

°
e e

T . &,
* 8. The counselor should use a systematic process to monitorthe senvice goals foreach client.

Such a process involves an instryment such

as the Sewvige Goal Monitoring form by which

= the counselor specifies seivice goais to be‘occomplished and states the action pian to
- " N .

accomplish the goal.
" “Elabotation by Trainer
Page 21 in the Participdnt's Workbook

The counselor should use a process for identj

goals. Aform, the Service Goal Monitoring Form i
of the Participant's Workbook. This form utiliges
Rehdbilitation Grid by linking the phases of

counselor functions and tasks. There is a place
the-phase of the process can be circled depend

A\
«

4, ,

ing and monitoring service
shownin Figure s bn page 22
the concept presented in the
e rehabilitation process with »
o enter the clien}'s ndme and
gonwherethe clientis inthe

process. Note also that the counselor functions and tasks are presented to

alert the counselar to the major tasks which m

The counselor uses the Senice Goal Monitorin
sevice goais fgr a client at any phase ofthe reha

ay be rgquired.

LD N
g Folfiio identify the specific
bilitation process andselects

"o

action plans to achieve the goals. For example, a typicai senvice goaland | »
action plan for a client might be as foliows: * iy ’ -

»
Y

& .. .
Select a vocational goal with Melinda Bracken

Conduct a Rehabilitation Pian Dei/elogmem inter-_
Vview with Melinda Bracken® - -

Several other exampies of entiies which couid be.kn’dcje orithe Senvice Goal
Mdnitoring Form can be found on figure 7 on page 23 of the Participant's
Workbook, o - -

.

‘Senvi Goai:
Action Plon:

P
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9 When completing the Service Goal Momtonng Form with service goals and ochon plons
and when developmg otherplons the counselor should be as specific as possible. sevide
goals and achon plans should be stated in behavioral terms if at all pas¥ble. . !

) Elaboratjon by Trainer
’ Page 24 in the Participant’s Workbook ° i . '
> . N
~Sewice goals and action plans should be writhen in behavioral terms if at all
possible These should communicate cleary the service goaland what action

will be taken. When such is the ¢ase, the counselor will be in a better positionto
evoluote actuat outcomes against planned-for outcomes. For example, a .

-

. senice goal for a chient might be to improve functioning of arthritic hands. An

action plan might be to contactan orthopedic sur
evalugtion and surgéry if necessory A specific se

n and arrange for an
e goal and action plan

such as these enable the counselor, the client and others such as supewisors
to clearly understand the rehabilitation process which the client willnégotiate., /

t
-

@ ,
10 In addition to identifying senice goals, be aware that there rﬁoy,be several altemative .
[ ocnon plans for achieving a senice goal. ) - ‘
L4

) Elaboratio Y rainer \ », ) '
bo aﬂ nhb ] aine N R
Page 24 in the Pamcmam’s WOl’kbOOk

' The exploration of‘altemative octions for achieving sewice goals can allow §
. for more effective choices by the counselor and the client. Forexample, while
) th ice goalfor a clientwho is readyfor placement may beto “Obtain ajob
a key punch operator”, the altemative action plans for meetingthe sewice
gool could be many. The counselor may systematically gssist the client in ]
developing these altematives prior to the final chom’e of the.action plan. :

Page 24 ofthe Participant's Workbook provudes an exomple of a sewvice goal
with several altematives specified. , ) L
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7 Exercise 2 > - .
Now that we have introduced a tool for monitonng sewvice goals in order to develop action

plans, | would like to provide you with an opportunity to practice utilizing it with the = I

reh&biiitation case of Shirley Steed. Tumn back to page 22 ofthe Participant's Workbook. Here, .
you will find a Sevice Goal Monitoring Form. We are on!y concemed here with the Evaluation-
Planning phdle since you will be using an intake Inteview Summary on Shirley Steed

° lwill now play a tape cohtoining a statement by Shirlzy Steed, a whité, 38 yearald, divorced
female, summarizingwhat she told her rehabilitation counselor during herintake inteview. You
may read alorg beginning on page 25 of your workbook if ygu wish. Afterthe tape ends | will
dwide youinto groups ofthree and ask each groub toridentifythe sewvice goals for Shirley Steed
that must be achievedtd uring the Evaluation-Planning phase. After Iisting the service goatls, list
Possible alternative actions to consider as a means for achieving each sewice goai. .

-

~
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11 The gounselor should remain aware of agency job requirements and personal profes-
sional needs which must be planned for as part of the job role. :

Elaboration by Trainer
Page 27 in the Participant's Workbook

Although the counselor's first commitment is to serving the client, it is also
n&essary to-be aware of and plan for various agency requirements such as FJ
supervisory conference_and staff meetings. Also, the counselor shouid aftend . “
to hisfherown professional development and monitor needs for such activities: -
as reading.the professional iiterature and continuing educatiori courses and . .
workshops. By monitoring demands in these two areas alongwith client need . o
demands, the counselor can pian effectively to meet the requirements . . ’
necessary . far successful employment in the vocational rehabilitation
program. _ ) - . -
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- Exercise 3 : :

. Sincewe have shifted our attention forthe moment from the client's needsto the needs oftﬁ)z
. agency and the counselor, the next exercise calls for you to think about some possible

. agency needs (eg, altend monthly production review meetings with supervisors). and
' c¢ounselor needs.for which the counselor must plan. Tum to page 27 of the Participant's Work-
book for a spece to record your thoughts about some of these typical needs and
requirements This should be done individually. After completing your list, share some of the
' entries among your greup and discuss any aspects of this you feel are important. '

=
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12 Prioritize! After determining the client, the agency and the céunselor needs which must be

*

: met, the counselor should prioritize these in terms of which should receive altention and

action first. _ . N

Elaboration by Trainer _ . )
Page 27 in the Participant’s Workbook

Although the counselor must decide which action comes first in an -
situation, this is often done in terms of “oiling the squeaky wheel" first. ’
So’metime§ this priority setting is done by others, asin the casé ofthe supervisor &
who calls a stff meeting the first thing Mondqy morning. However, when the
.. counselor is allowed the discretion to set priorities, this should be done by
~ reviewing the various needs and setting priorities on which comes first and

which will receive the counsetrs attention.. ’ : -

s
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) .o Exercise 4 ~ ,
This fext exercise is designed to stimulate your thinking about priorities for the counsefor.
First, tym to page 28 of the Patticipant's Workbook where you will find Counselor Ellen
Muray's story Ellen is a re;bcbilltotign"counselor‘with a general caseload of clients. It is late
" Fnday aftempon and B8 is faced With @ problem of deciding'what to do the comingsvéek. |
will play a tape recording containing the statement by Ellen Muray found on page 28 of¥iour’
Workbook. After the tape ends turn topage 29 of your Workbook. There you will find ten tasks
" L\hich Ellen-will face during the ne  weel} With Ellen’s story in mind study the tagks, assign ..
%ﬂbmies from 1, the task to be q’?(: fir 14, the task to ke doné‘last. Assume that Elleh has
fime to perform all of these tasks within the 'coming week. After you -have completed yqur
rankings individually, share »6& results with'your small group arid discuss any differences you
may have. We will share the results with the total group after the $mallGroup discussions. T

-
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18 Beﬂexible!rfzh gh the putpase of planning is toimprove the realization oftheimportant . p

/r goals of the-courisaiors work,"plogs should be flexible gnd adjusted as necessary.
Elaboration by Traiper ' -y LA
Page 30 ln,ﬂi,?iﬁaﬂiqipunf}s/womh{)ok

.

they fusidegenerate into woorketo be effective. When, plans degeneiate into - -
" work, th&Yido not atwdis proceed as expected. Therefore, it is imporiant that * * ¥
the coungelor e flexible and cec%s'rde\o pfan the same way that we c'on.iider 7
an. afrplané route—it should be ghanged whe\o\the condition$ require itand
altemative coufses cqnsideref;\f\ ) v
/; /- Y S L R t. \ ' ¢
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. Epilogue to th€ Planning Task of ,
Systematic.Caseload Management

Eldboration by Trainer . -

This concludes the training component ‘on planning. Tum to figure 9 on
‘page 31 of the Poﬁici'ppnt’s Workbook for a brief review of the thirteen planning
guidelines. These are paraphrased somewhat from the g°uidelir~1es presented
in each of the preceeding sections. However, these thiteen represent the key
ingredients which must be mastered within the Systematic Caseload
Management task of planning and are impornant to the understanding of the
next task of time management.
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. Introduction to Time Management
: g y | .
i 2 .

The rehabilitation counselor faces the same task that any professtonaldoesinthe manage-
ment of ime Time utilization greatly influences what can be accomplished durnng any given
penod More and more we hear about the large caseloads which hmitthe amount oftme the
counselor can spend with the client or performtasks on behalf of the client. Havingfocused on
the "what and how" In the Planning phase, itis appropriate to now look at the "when and how”
the counselor allocates time to the goals and action plans developed during planning.

Time management moves the focus to the application of plans to time periods. Time
management is by definition the effettive allocation of ime to the critical functions and tasks
performed by the counselor The counsélor has to allocate time across a calendar in order to
meet vanous needs This phase of the training provides the knowledge and skills necessary to

' effectively allocate time inan optimalmanner.Areview oftime management guidelines devel-

oped from a variety of sources, including research on the time management practices of
effective professionals, will be the major focus of this training. These guidelines should guide
the counselor fo critically examine how time is allocated and spentduring the work day and to

manage tme more effectively.
The purposes of this training are to infroduce the counselor iothe importance of managing

time effectively and to provide guidelines which assist the counselor in’ollocoﬁng tmetothe -

imporfant goals to be achieved. - .

9
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Objectives for Training in fime Management

4 -

- -7 N |
. . |
. -

£ r ’ . N
The Time Management Phase of the SCM raining package has five objectives. These are.

. 1

N B
2. to promote an understanding of time organizing;
3.
4. to promote an understanding of the time required to conduct rehabilitation counseling

to promote an understéndinfg of time planning;

to promote an understanding of time control; ’

o .

according to professional standards; and \ \
to provide the counselor with tools for effective time allocation. . .
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Guidelines for Effective Time Managemenf

= 4 ~Page 35 in the Paricipant's Workbook

“«

P 4
1. Analyze your time. . a

'Elaboration by Trainer

Frequently when asked to estimate how their time is spent, professionals
such as rehabilitation counselors provide responses which are considerably .
different frorn what they actually do. In order to know how your timeis curnrently
spent, it is necessary to periodically log whatyou do and'when itis done. This
provides an accurate record of how time is spent and whetherornot it is being
devoted toward the accomplishment of the imporant goals the counselor
wishes to achieve, You were asked to complete alogof yourtime for one week
prior to aftending the workshop with the guide you were provided. Also, you
were requested to summarize the amount of time devoted to -certain tasks
during that week. -

- 3

-

. Exercise 4

Whatwould like to do now is to obtain someidea ofthe results you obtained from yoﬁr time
log. Using the chart on page 35 ofthe Participant's WorkBook, recordin the Actual Column the
total number of hours which you devoted to the functiorts'and tasks reported there. Use thé
time log and examine each day foran activify falling under the topic. Forexample, begin with
the intake intenviewing task and go through each day and tétal the time devoted to that task.
Write the fotal in the bignk. Then proceed to the next task and work through the-entire work
week. ‘- .

Any tasks which do notfitinto the categories should be noted onthe bottom of the form. After
you have completed the Actual Column, complete the Estimate Column by copying the
figures from the Rehabilitation Counseling Time Estimate Form which you completed'at home.
- ,This should provide some picture of the amount of agreement or discrepancy between how

~you actually spend your #tme and how you think.you spend your time. ’

& Note to the Trainer

After the times have been récorded, . stimulate group
discussion @f the results. This exercise should be particularty
helpful in identifying misperceptions of the difference in the -

‘ way the counselors think they are spending time and the
actual way their time is spent. - . ‘

o
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2. Develop a time map and plan daily.
Elabordtion by Trainer
Page 36 in the Participant's Workbook

Reseorch has shown that professuonols who plan both daily and into the
future are able to s:gnmconﬂy accomplish more than those who do not do
such planning. Howeyer, a good many professionals, including rehabilitation
counselors, do not plan regulorly Adseful tool which counselars may us& o
plan and-allocate time is the time map (See page 36 of Patticipant's Work-
book). There is nothing magical about the time map and any monthly
calendar format maybe used as Iong asithas omple spoceto record the hme
plans for the counselor.” .

The time map povides sp ace for eoch significant.task jo be performed by

the counselor on a weekly basis over at least ayear. The best time map allows
the counselof 1o examine at least one full week’s activities at one time. The
counselor uses the Senice Goal Monitoring form to identify all service goals
ang”action plans aecessory for clients and records these on a time map
acdording to when they aré to be performed. At the conclusion-of each day
the counselor should determine what sewnice goals have been met and what
adjustments should be made for coming days. The counselor should list as a
minimum the tasks to be performed each day. Once the'ﬁmiq\op is
developed, the counselor can examine at any timée wheattasks are being
performed and what service goal they are directed at meeting. Of course, the
time map would also identify time allocated for meeting counselor and
agency needs. Time map contents can be shored with others such as
intere sted supenisors. . - .

3
-

3. Allow for the unexpected. ’ .

Elaboration by Trainer
Page 37 in the Participant's Workbook - / S

Counselors often find themselves responding to crises which arise in the
provision of fehabilitation semvices to clients: the client who suddenly hastobe
hospitalized and authorizations have to be prepared and amangements
mode the client who is having difficulty’ «adjusting tp the sheltered workshop
environment and is talking of dropping out of the program; the supervisorwho
requests a meeting during the day when everything is already scheduled.

' These and many othersituations arise and require a fire-stomping response on
. the part of the counselor. One way to plan ahead for such contingencies is to

alldw at least one hour each day for unscheduled activities. If the time is not
claimed, it provides an ‘excelient opportumty&to catch up on some other
activity such as a review of the latest employment mermotlon for the local

areq. ‘ \ \

.
. ' )
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4. Assess the uncontrollable. #
Elaboration by Trainer .
Page 37 in Patticipants Workbook =~

The counselor may have much of hig/her time programmed by others.
Supervisors and administrators may schedule activities which allow for little
flexibility. However, the counselor usually can decide how much time he/she
has contol over and plan forthe effective allocation ofthis discretionary time.
Also, when the counselér can show a clearly developed itinerary and time
map and what an inferruption in that would do to client services, he/shehasa
better possibility of minimi'zing interruptions in important client services.

‘ -

5 3

°

Exercise 2 .

Using the fo}n on page 37-of the Patticipant's Workbook, | would like you to jot down the
types of activities which consume your time and are controlled primarily by others. Indicate
what the activities are and who exerts the controls. ' e

After you have assessed the uncontroliable, also list the activities whichyou largely control in

amount of time you p‘ontrol and the amount of time controlled by others.

After you have worked on this for @bout 15 minutes, we will list some, of th&se on the board
and discuss them. This exercise should give us some ideas about the uncontrollable events in
your work environment and how these dffect your time allocation. ’

terms of time allocation, When you have completed this, estimate, in the spaces provided, tge e

.
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5. Delegate and minfhnize mvolvement in rouhne repetitive ocnvmes.

Fal
= b

—Flaboration by Traiper

—_— L)

Page 38 in the Parficipant’s Workbook < 'y

Although the rehabilitation counselor may nothavea aides otherthan clerical
assistants, ~he/she should identify and delegate all tasks which can’be
performed effectively by such support personnel. Aithough this is heard over
and over again, it is umpodont that the counseloreliminate,tasks which can be
performed by others in ordertohave fimeforthe critical tasks nécessary to help
the client. - .

Paperwork which can be delegated to qlericol assistants is one area where
the counselor can significantly free uptime. Also, routine schedulingfor clients
as well as routine anangements for services can be handléd by the clerical
assistant. The Counselor can also delegate the task of responding to routine
requests from clients and others by instructing the clerical assistant ahout the
lypes of requests he/she should kandle ond also provide instruction in the
technique for respondmg .

* A

6. Consolidate similar tasks.

. Elaboration by Trainer

Page 38 in the Participant's Workbook

Groupmg activities by similarity of function assists in mokmg effecnve use of
time. Setting aside time to answer comespondence- or to review'the mail;
making and replying to phone calls; dictating case haratives; Clustering
interviews during the same time of the day,such asthe moming; are examples
of tasks which can be consolidated, thus saving time. Also, the consolidation
of such tasks usually results in greater efficienay and effectiveness.

e
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.Exercise 3 - 77 .

.. Tum-othe form onpage 38 of thé Participant's Wo:j<bopk. Thisform ;;rovides(spoce_ foryou to
. list tasks which could be consolidated for more gfficient use of your time. Think about the types .,
s * of things you do as a rehahilitation couriselor which might bé consolidated-intoone block of

- time. Write these on the form. After you.hdve wagited on this for about 10 minutes, we will list

« some ofthemon the board ahd discuss how they could-be consolidated. We will also discuss
. Jroblems you might encounter in attempting to consolidate similar tasks. JOE
.- . } T, .. t . ) . 4 % " . *
1 < . L2 2 . . ‘. a K
7. Use your prime time for the Important tasks.
i Elaboration by Traiper -
: ' Page 39 in the Participant’gWorkbook :

You are likely familiar with the concept of personat prime’ time.’Mo,st ofus
have a tire during the day or night when we are more effective than others—a
personal prime time. If you are such a person, it is likely thatyou will perform .
( best during the prime time period and that you should use that timexpr the g -
- mostimportant tasks. In rehabilitation counseling, it would be hardtoimagine
a counselor not reserving this time for client interviews and reldted tasks. - - . .
. Interviewing, clients at 8:00 a.m. would de the individual a disservice ifyou are .
.not qt peak efficiency until 9:00 or 10:00 a.m. This type of counselor should
+ conduct other tasks during the early hours if at all possjble and reserve prime
time for more critical tasks. ~—__ ® . / '
¥w .

-

P
» %
P

‘e ' , ' Exercise 4

. . With the total group, o\sk the porﬁcipcm!s to identify their pime time. After each individual has
done this, using the form on page 39 of the Patticipant's Woﬂ<pook, record the times on the
board by using a summary of the form., Qirect a discussion of the implications ofvarying prime
times on the practice of rehabiiitatiorr Sounseling and the allocation of counselor fime to

wd

T important tasks. ' .

' ~ ! o *
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8.~Avoid procrastination. S .
Elaboration by Trainer .
Page 40 in the Participant’s WOI'kbOOk

Here we go again with onother oId odoge—sounds good but how doyou

L)

do it. Putting things offis a  continuing problem for most of us, particulary if we J

* find certain tasks difficult, unpleasant or uninferesting. Also, we are faced with -
tasks which seem almost overwhelming in scope and the tendency fo put
=these off until tomormrow is with us.

" Procrastingtion is one of the major problems in time management, E
particularly if you tend to put off the imporfant tasks. Usually, all of us are faced

with the difficult client; or the awesome report; or the reluctance to meet with

the supervisor; or the pdssibilities of meehng tejectiont when we call on that

empfoyer. These tasks may-be seen in such a way that they are put off, then -
deferred; then put off, then set aside; then it becomes too late io do onythlng

about them. ¢ . : .

There are some techniques whichhave been successful forothers indealing
with this time management problem. One isto keep some nagging reminder-
before you untjj you get moving on the task. This might be a noteinthe’ middle )
of your desk or a reminder on the wall or some other visjble nagger. Another
way is to talk with someone obout the task and explore possible solutions and
techniques regarding the task with them. this often helps to view the task in
other perspectives and often results in IdeCl§Wthh make the task seem less for-
midable, Anothertechnique is to fry to break the taskinto components of parts
and begin work on one segment at a time. These are some guides which

could hefp in avoiding precrastination. A . .
- & . . v

’ ' Exercise 5 - ° 2 ¢ - )

[

Working individually | would-like for each ofyou toidentily tasks whlch youtehd to put off. The

, .Jom on page 40 of the Participant's Workbook Rrovides a space foryou té‘wqte down some of

these tasks. Also, on that form are spaces for indicating howyou mighthave successfully deatt

with this procrastination in the past or, possibly, how you might deal with this in the future.

Complete the first part of the form individually. Afteryou hove completed that, meet with your

"group and discuss the second pgrt of the form. See what you can think of wﬁlch mlght have
worked in the post or might work in the fuiure to avoid procrastinatioh.

¥
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9. Identify and avoid the time wasters.
Elaboration by Trainer ) ,
Page 41 in the Participant's Workbook . ¥

Time management is offen a tricky "business, particulary when you are
attempting to complete an important task and something is interfering with
getting it done. Take forexample, the counselor down the hallwho likesto arit
down when ready for coffee and stop for a 30 minute bull session atyourdoor.
; You sometimes really enjoy the'visits but often this really gets in your way of

- ‘accomplishing something. What do youdo? Close yourdoor and’hangouta

: + “do not disturb” sign? Ask him to go away and come again dnother day?

These and othertime wasters can really interfere with accomplishing important

tasks the counselor sets out to do. Leamingto say no torequests for help which

do not contribute to your own efforts issanother problem areg._The identifi-
cation and resolution'of‘time wasting pro%{g@s is an important time manage-

ment guideline. = .

This guideline gets at the heart of personal control of time and tasks. There
are no techniques which can be universally applied to everyone. However,
s\g::e tec\ﬁniques have been found helpful by individuais inavariety of settings.

ose i'our door. Althoug‘h'ébme might view this as a sign of hostility and
reclusiveness; simply closing your office door for periods when you'must con-,
centrate on'important tasks is one way to reduce inteqymfons. Ifthis is donein

connection with the next technique it usudlly presehts lithe problem.

- Set up availability hours. Although this can be done informally, let others
know that you are usually available during certain times of the day when you’
. arein the office. Informing your secretary that you preferto see visitors or others )
+during this time will also help control some unwanted intenuptionj.)i:'

1. <®

others will get the message that you are available but preferably ot givendimes
and not all of the time. Usually a balanced galtemation between quiet hdw
and availability time is workable and preferable. .

.

Use. your unscheduled time. If You follow the principle of allowing for

. unexpected 'comingencies by setting aside some time each day, you ‘can

indicate to the interrupting individual thatyou are really snowed atthis time but
could get back together later in the day.\

Avoid those litfle tempting things which really do not contribute fo your
godls. The mail brings us a mound of interesting things to read which really
don't help us much. It'becomes tempting to get involved in activities at the *
office<(visiting others, discussing cases, talking about yourkids) which may not
contributé much to your goals. Although it is important to do some of these
things, they should be examined to avoid possible significant time wasters.

Use the stand up technique. For that visitor who is primarily that, & visitor, try
standing when he/she comes into the office and possibly even moving toward
the door as the conversation’proceeds. This usually communicates inamore,
subtle way that you wish to break off the visit and retum to your other work.

) g
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Exercise 6

This exercise is designed to stimulate your thinking about possible time wasters whichy\oa/ -
can identify in your own work activities.On page 41 ofthe Participant's Workbook you will find a
form to list time wasters you have experienced which take valuable time from more important
tasks. . .

Take about 10 minutes fo list time wasters on this page and then meet with your group to

discuss these. In your discussion, | would like for you to consider all the time wasters listed by

. the group and discuss possible techniques for dealing with tR&t. For each time waster, see if
you can generate at least one technique for eliminating or reducing that particular time .y
waster. :

Following your group sessions, we will meet as a total group and share your results.

)
. . Note to Trainer

4

* This is an appropriate place to stop and review the time
management guidelines covered thus far. The next guideline
concems a faily complicated procedure and lengthy exercise.
Therefore, it might be helpful to review the time management
guidelinés 1 through 9 with a quick overview and discussion.
Direct the trainees to page 42 of the Participaat's Workbook for

. this list. " .
*1. Analyze your time. . '

. Develop a time'map and plan daily.

. Allow for the unexpected.
. Assess the uncontrollable,

-

i -

GO AE WD

. Delegate ‘and minimize involvement in roufine, Fepetiﬁve

tasks. . i )

. Consolidate similar tos%h___ T
. Use‘,your prime time for ¥he important tasks.
. Avoid procrastinalon.

.Igieg&%rﬂ,qvoig the time wasters. =

A

o e - IR N T o

. v ' ’ » Lk
t e ~ . % . . -y
*Guidelines 1-9 above are based on the recommendations of Robert L. Adcock and John W. Lee in their atticle,

“Principles of Time Management” In Beck and Hillmar. . ° .
Y ‘
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10. Allocate ‘sufficient time to provide quality coghseling sewices.
Elaboration by Trainer i
~ Page 43 in the Participant's Workbook, \

We have covered a number of generaltime management guidelines thus

far. These have not been limited fo rehabilitation counseling and have appli-

VA cability to- other seffings as well. However, this guideline concems the
rehabilitation counselor's allocation of time to specific tasks. We have

discussed the critical counseling functions and tasks performed by the

counselor. Those functions and tasks indicate that the rehabilitation counselor

is expected to be both a professiondl counselor and case ‘mangqger. This

to professionat standards. Such professionalism requires that the counselor

aliocate sufficient blocks of time to these functions and tasks. it also-requires
,. thatth nselor take a proactive approach and contact and monitot client
N pwﬁ.:sg?\u the rehabilitation process. ’

- counselorin the provision of counseling and case management sévices.
. a. All'new referrals shotild have an‘inifial inferview within the month.- .

Y- Indviduals referred for services'to rehabilitation are entitied to prompt
. sponses by the agency and the counseldr. In some wbys, this seems like
< an excessive peé;% of time. However, this allows for traveling and other

' The initial interview should be of sufficient length to coyer necessary

. information in sufficient depth to adequately begin the rehabilitation

- pfocess. The requirements of the Intake Interviewing Skills trﬁining should
be methere. Itis estimated thaf'this will require a minimum of 4 hourofface-
to-face interviewing contact followed by %2 hour of paperwok and ¥ hour
of amanging and purchasing time. "’

b. Continuing referrals should be contacted at least once per month.

. Individuals in refemal status who have not been accepted for services
should be contacted by the .counselor by phone, letter,or personal

= L~ fime.s
' c. The information processing required for eligibility defermination’for new
cases will require at least one hour per case. .

Using the Eligibility Detemincﬁon,GuiQelines provided in anotheraspect
of this training, at least one hour will be required to process the diagnostic
and evaluation information secured prior fo thg eligibility decision.

P -

requires that the services provided by the counselor be co_nd’uctgd according

R Wgth $his in mind the following subguidelines are included to“guide the

> . functions Which.m‘cy prevent the counselor from respondin any more
4 ' quickly. Standards of time shorter thran thjs would be better, But probably
not realistic.- : ) ) : ' ’

contact. This contact will likely require a minimum of % hour of counselor °
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d.’Rehabilitation clients in active status should be contacted at Jeast every
‘60 days.

Active clients should be contacted by phone, Ieﬁeror ' personal contact
to assure that their rehabilitation programs are proceedmg as' planned.
These contacts will average at least 2 hour per client.

e. Clients ready for employment. require af least minimal placement

. assisfance and monitoring.

Although placement needs\sng%onsrderdbly across mdrvuduols the
counselor should spend at least the time necessary for plocement
readiness and provide suggestions regarding possible employment
opportunities to the client. These contacts and servrces will require an
average of 1 hour per client per month . :

. Clients in employment should receiv’e at least one contact from fhe
counselor each_30 days of employment.

This contact should be madeto follow-up eoch cliehtand determlne the '
success of the employment situation. Such confacts WI|| Irkely requrre an
average of %2 hour per client. -

-

g. The rehabilitatién plan developmerit inferview,should be of sufficient -

length fo fully explore all relevant possibilities forvoccrﬂona’l choices and
*  future rehabilitation services e " .

»
Iis estimated that thrs will require a mlnlmum of 2hours ofmtervlew nme
1 Rour of paper work, and 1 hour of onongrng and purchasing sewices.

h. Problem-solving and monitoring interviews should be of sufficient Iengfh
fo fully cover the counseling needs of the client.” . .. ‘

Although it is not possible to fully anticipate the time required for any :
given Interview, it appears reasonable Yhat these types of interviews will
require a minimum of 4 hour per contact, T, -~

i. Other counselor tasks will require time from the work/schedule.of ihe
. eour‘l.selor and the oounselor should allocate appropriate ﬂme,to these.

Counselors are required to hold meehngs wn'ﬁ Superisors, medical

consultarits, and others to meekagency needs: Also, staff. development
activities will require time as will tasks such as traveling. All of these must be
considered in the overall ime management scheme. )

Tum to page 43 of the Pérticipaht's Workbook and jou will find the specrﬁc
sub-guidelines which | just covered. Note also thatthe estimated average time
requirements for each task are covered. This will be used in Qurnext exercise in’
time management, so quickly review itairid we willmake use ofitlatér. Although

“we recognize that there are other tasks the counselor ‘performs, we have

attempted to concentrate on the more critical tosk@m this trairfing. With. the
time gllocations provided under this guideline, we are going tqQ look at. cn
exercise WhICh again involves our counselor friend, Ellen MU(roy

I T P I
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| Exercise 7 ‘

Ellen Mufray, as-you may recall, is a typical field counselor in the Arkansas Rehabilitation
Agency operating from an office in Junction City.She has a general caseload representing a:
mixture of disability types as well as racial and ethnic composition. Ellen is faced with the
following caseload distribution which may be found on page 44 ofthe Partigipant's Workbook.

.+ Cases in Referral Status < : \

~

: 10new referrals to be seen

15 continuing referrals C
508" clpsures to be processed

Cases in Active Status ,
Snew cases to be accepted o
T Snew plans to be completed (For EE or VR)
Snew plans to be initiated -
50 continuing cases in sewice I3 ' -
Scases ready for erhployment. ~
‘Scases in émployme’nt )
10closures to be processed (Statuses 26, 28 and 30) -

* With fhis caseload composition in mind, we will review both the sub-guidelines andthe case-
) load distribution now. - ( .

‘. .

a. All new referrals should have an initial inerview within the month.
b. Continuing referrals should be contacted at.least once per month, -

% c. The information precessing féquired for eligibility detemnination for new cases will require
“at least one hour per case. ‘

d. Rehabilitation clients in active status should be contacted at least everty 60 days. -

-e. Clients ready for employment require’ at least minimal placement assistance and
monitoring. | )

f: Clients in employment shohld receive at least one contacteach 30 days of employment.

*. @. The rehabilitation plan deyelopment intenview should be of sufficient length to fully explore

all relevant-passibilities for vocational choices and future rehabilitation senvices.

- h. Py blem-solvihg and monitoring interviews should be of sufficient length to fully cover the

* counseling needs of the client. ~

.

i. Other counselor tasks will reduire time from the work schedule of the counselor and the
" counselor should allocate appropriate time.to these., :

y -

t,.;’—/\. |
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f)fher Assuniptions about the Caseload Management of
. Ellen Murray’'s Caseload ~

1 Ellen will aftempt to practice rehabilitation counséling accordingto the time requirements
covered on page 43 of the Participant's Workbook during the coming month.

' ’ " 2. Ellen has no plansforvacation, and willexperience no iliness ar other contingencies which
will take her away from her caseload during tigaeeoming month. '

With this background information, meet with y p and estimate the number of hours
required for Ellen’s caseload dunng this month. e space provided on page 44 of the
Participant’s Workbook. Also, identify gny otther tasks which you anticipate Ellen would have to

"\ perform and estimate the time reguifements for these as well.

After you have finished this, we will meet again as a fotal group and excn;‘lne the time
estimates which you have generated and discuss the other possible tasks.

Note to Trainer

This exercise should generate considerable discussion
about the time requirements for the rehabilitation counselor.
The time estimates for this hypothetical caseload should be

-~ examined in terms of the total time available to the counselor
during the month.*Sorrie additional questions which can be
used to-guide the discussion are provided below.

1. What'would Ellen be facing if her caseload increased by
¢ 50%?Couldshe handle it and practice accordingtothese

- ~ guidelines? *
2. What effect would a rural caseload requiring extensive
travel have on planning and time allocations? °

'3, Have we Qver -or underestimdted any” particular time
requirements? - -

. ° 4 Ae fhere other tasks which should be included which
require maijor time and effort by the counselor?

L4
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Epilogue to the Time Manageménf Guidelines

L}

One of the problems with time management is that it is common sensical, so much so that
few of us do it well We have covered techniques which can assist the counselor in more A
effective time management. However, there are some mistakes which sould be avoided in '
time management and the use ofthe guidelines which we have covered, Some ofthe onesto
. cvo;d are: ‘ Y

1. ‘ff]e use of gimmicks rather than commitment to a real time management strategy;

2 beéoming a ﬁ}qe nut with so much emph‘osi.;on the value of your time that.no one can -
» tolerate your compulsive time concern: . . -y

3. becoming an overly organized list maker, ) -

A
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. Infroduction to Progress Review ™~

The third phase of systematic casefoad management is progress review. We have dealt with
the fwo questions “What is'to be done and how?" and “When is the task to be done?" inthe
rRhases on planning and time management. It is now time to direct our aftention to the third
Question, "Was the task done and if not what should be done to accomplish it?" Progress
review is the regular assessment.by the counselor to determine whether or not planned for
accomplishments have been achieved. ' ’ .

The emphasis in progress review is upon outcome rather than process. Themeasurement of ‘
. o counseling process during the interview, the quality of case processing and the qudlity ofinter- - .
action with significant others are important counselor tasks. However, it is not within the ' :
capdcity of the counsefor to take the tim& necessary to review these process activities exteh-
sively within the context of daily work activities. These evaluations should be conducted peri-
odically in consultation with the supervisor. Therefore, progress review is the assessment of the ’
outcomes accomplished in terms of the work plans of the counselar. Progress review involves
the assessment of task accomplishment: (1) was the task accompiished? and (2) if not, what
future action should be taken? In the latter case, the counselor may well fesl that a more
. Indepth study of his/her counseling angl case management techniques is necessary. This )
cT o::rne)_jsasuolly brought about whén success has not been realized on several tasks. : %

ehabilitation counselor is trained 0 perform asa professional. One of the obligations of

a professional is to monifor and review'seivices to clients. Due to the complexities of the reh&-

bilitation gounseling role, this calls fox a system to reguilary determine if the counsélor is - “

. accomplishipg the goals set out for the client. Also, rehabilitation counselors in the state

agency sefting are evqluated by supenisors to determine what they have accomplished.

Therefor®, the Tounselorfieeds some system fo plan, conduct and assess the outcome of the -
counseling services in orderto maintain high quality sen?[ces and to meetthe requirements for

counselor performance as judged by the superisor. .’
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Objectives for Training ig Progress Review Bl

Tréfning is provided in the progress review areaq to: . .
1. alert the counselor to the need for a system to periodically assess outcomes in terms of
planned-for serice gools to be achieved; é . \

2 prepare counselors to attend to the various functions and tasks which should be reviewed, *

3. complete the link in the Systemonc Caseload Monogement training from planning and
tTQe monogement

4., assist the counselor in identifying specaf c counselor tasks which may requare oddmonol
trommg for knowledge and skill development

5. prowde amanagement framework for progress review by concentrating on outcome, and

6 stimulate the counselor to relate to the supervisor and clearly identify the funcnons and
tasks by which the cdunselor will be evaluated, .




Guidelines for Effective Progress Review
. ' \ .
1. Meefing needs: The basidobjective. ' .

Elaboration by Trainer . to .
Page 47 in the Participant's Workbook

‘Systematic Caseload Management is develdped around the concept of
meeting client, counselorand agencyneeds. We have covered techniques for
establishing client, counselor and agency needs. The couhselor should also
dévelop a time map to allocate time to specific tasks undertaken to meet ,
these needs. We also discussed the importance of clearly stated service goals
for both the cliem and the counselor. oo

Progress rgview focuses the atfention of the counselor on the assessment'af *
progress in terms of meeting identified goals and requires that the counselor
regularly evaluate such progress. The counsetor should go through the Time
Map and examine each listed goal and determine ifit has been met. Afterthat - »

analysis. the counselor should assess what should be dome aboit any unmet , .

oals. ’ ) . - ‘
o C . T ®
» . . .. . &
. 2. Review at least weekly. . B . e
"£Elaboration by Trainer ' - '
Page 47 in the Patticipant's Workbook . . ’ . -

-

The counselor should devote time at least once each week to a thorough .
review ofithe time map in terms of goals achieved. hich goals were met? Is
there any‘pattemn across the type of goalis not oc&ved? Aré the problems
largely athributable to clients? to the counselor?, .

The counselor shiould also look for pattems which may call for some assess-
ment of the counselor's process skills. The counselor should schedule at least
ope’ hour of time each -week to review what is listed in the time map.
Additionally, it is ‘often necessary to review at the end of the day orduring the .

. day when directions in plans must be changed. However, what we're talkking .
“about hereis alonger term look at the type of goals achieved and the types of
problems encountered over at least a week. : N

-
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%____,ﬁ_,:j‘_uae_qyouableﬂfesqumes_m_your.semng tanssnstmprogress review,
-Eluborahon by Trainer . -
Page 47 in the Participant’s Workbook

The counselor should use resources such as supervisors, colleagues and
+ staff development personnel for additional feedback on performance. When
the counselor fecognizes that some goals have not been met to his/her
satisfaction, it may be helpful to tun to these others for additional feedback.
The counselor should present the situation to the appropriate resource
. individual and discuss ways of analyzing the situation and searching for
v o solutions. This places the counselor in a proactive position seeking help for -
dificult problems in case management ond)counselmg rather than the
. position of reacting to negative asses by supenwisors and_ others.
. Additionally, when the counselor seek ossisi nce from the supewisors, an
L ' opportunity is afforded to betterunderstand the gerspective ofthe supewisorin
: . terms of evaluation. This should allow the counselor to better understand how
' he/she will be judged in terms of expected performance by the supervisor.

° . \d . -

- . * R - . ' . E] ( 2
s Exercise 1 -

We often find it difficult to tum to others for assistancé in befter understanding problems and
our role in helpihg with problems. THe next exercise calls for you to think about what youare
currenﬂy doing in seeking assistance in reviewing your own progress and clso seeking assist-
ance in working through probler situations.

. o Tum to page 48 of the Participant's Workbook and look at the queshons there. | would like
oy .** you to work by yourself for abeut 40 minutes answering the questions at the top ofthe page.
Wnen done, meet with your group and dlSCUSS the questions on the bottom half of the page.
We will then meet as c‘ioiol group to summarize your discussions.




’
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Epilogue to ihe Progress Review Task
~of Systematic Caseload -‘Management. -
Elaboration _b): Trainer /” :

This concludes the training on _Progress Review. Tumn to Page 47 of the
Participant’s Workbook for a listing of the three guidelines of Progress Review.
These are provideg for a quick summay. Again, it isimportant for a counselor

to have a system for evaluating what is accomplished. The system

incorporated in S§{§temoﬁc Caseload Managementcalls for the counselor to
emphasize: ) . .

Meeting needs, the basic objective.
Reviews at least weekly.

‘ . . '
Q Use of resources such as Supenisors and colleagues, to assess more
completely.-

»

LA
Before we forget, there is a Systematic Caseload Management Principle which should
always be ren‘wembered. < f

. \ .
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The Pljinpiple of Muddling Through .
Little planning, lesshme monagement pracncallyno progress review, wmch leaves littletime ..«
for anythmg but the mess you are in now. ' } <
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Systematic Caseload Management
& : .
Pre-raining Information . R
Participgnts will receive advanced information about the training. which will include the
following’® . >

1. A brief description of the workshop providing a bdéic overview of the program and the
activities included in the training. . “

2. A request that they estimate the percentage of time which jhey devote to gnajor
Tehabilitation counseling activities. This will be done with the Rehabilitation Counseling
Time Estimate Form. It should be completed before the Rehabilitation Counseling Time
Log is completed. . .

3 A request that they complete the Rehabilitation Counseling Time Log for a typical work
week pridr to the training probrom This will be used in an exercise during the training.

4 A request that they bring° any caseload management \techn_jques, tips, iIdeas or materials
along with them to the’v;orkshop.
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Date

- . . - " //

« < Dear . \. . N ) . % .
ment training program. That training program
for monogmg an entire caseload of clients

Il.focus on various techniques
nd emphos:ze (1) planning,

At this paint, we would Ilke to request that ybu complete cgrtom forms prior to *
arrival o{;hoe training program. They are: coL .
. 1. The Rehabilitation Counseling Timetstimate Form ,
and . .
2. The Rehabilitation Counseling Time Log .
As you will notice, instructions have been provided for the filling out of each.. .
. Please bring the completed forms with you to the trdining. session. You will be /
” using those completed forms as part of an exercise under the time manage- ;
mentcompdonent of the training that involves a personal analysis of howyou ., ’
actually spend yourworktime ond howyou would like ndyourworktime.
Ifyou feelthat you havesany good caseload managem echniques, ideas,
or materials, bring them along to share with the group. . e
N~ ' Sincerely, . .
- £l ‘]0
3 - " \ <3
o
.6 1
- N . / . . ~ w
gk ’ W




Rehabilitation Counseling Time Estimate Form

P
Instructions : P . -~

This form will provide information about how yourtime is being sﬁent and will be used in'the\)
training program Also. itshould be helpfultoyou personally by challengingyouto think about =
~ how your time is spent and whether it is spent on important activities as far as You are
concermned . . -

This should take about 30 minutes. of your time t
stop S

“think

. . analyze. and

record -

the estimated percentages of time you devote to the activities listed on the form You shodid
distnbute your time so that-the percentages add to 100%. You do not have to*feport a
percentage in every space Simply wnte 0 if YQU donot devate any time to the activity isted You
should consider a tiree period of approximately the past yearin amving atyour estimates. This
should allow for fluctuations in work activities, such as a lot of paperwork atthe end of the year.

The folldwnng definitions are offered to assist you in understanding the agtivities listed on the

form' ——

. . .

. Intake’infen/iewing: A maijor activity of the counselor is the initial interview and the information

& collection and information dissemination tasks associated with initiating the client into the
rehobilitoﬁon' process.

Eligibiiify' determindgtion: The processing of client informatiop for determining eligibility for
rehabilitation sewices. - . ‘

PO ' Problem solving and monitoring'inten/iews: Monitoring the service program developedin the
‘ IWRP and assisting in problem solving tasks as necessary during the service program.

Recording and reporting: These tasks involve those Which the counseior completes as an .
«  official representative of.a public agency forwhich records and reports are required. Engibility
o - forms, rehabilitation plans, purchase of sewice documents and correspondencé are .
.examples of such tasks. ’ ’ -

< + Arranging for and purchasing services: This task involves the variety of anangements for
sewvices such as training, physical restoration and related supportive services such as
transportation and housing. These tasks usually involve contact with other professionals such
as physicians, psychologists, social workers, secretaries and placement personngl located
within or outside the agency. Alsoincluded are the purchases which the counselor makes with
his/her case sewvice budget. ‘

Decision making: This _inc'ludes the various decision making tasks related tg eligibility, services
" to purchase for clients. dppropriateness of rehabilitation plans, and the appropriate time for
a2 ° case closures. e,

!
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. s
Interaction with significant others: This, includes the interaction with families, fnends of clients |
or other community resource personnel such as civic club members who are not directly .

involved in rehabilitation activities. .

]

with employers. job anglysis, contacting clients following placement, etc.

Traveling: This refers to the time devoted to traveling forwh atever purpose during the working
day : .

. - . .
Meetings with supervisors and other agency personnel: This applies to the formal and
informal meetings and v_vorking sessions with various agency personnel.
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Rehabilitation Counseling Time Estimate Form

~

H
Rehabilitation Counseling Activity

Intake Interviewing
Eligibility determination
Rehabilitation plan development

Problem solving and monitoring interv&fws
Recording ond‘reponing case documents and other materials

* Amanging for sevicés and purc hasing services, including necessary inter-

action with professionals such as physicians, psychologists, etc.

Preparation for.and making.of decisions such a

purchase, et .

Interaction with significant others such as family members and friends of

clents
Placement and follow up
Traveling

g - Meetings with supemvisors ona othera
informal

Others: (Desciibe)

gency personnel, both formaland

s eligibility, senvices to/

% of
Time
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Rehabilitation Counseling Time Log ”"

e

Instructions e ¥
In orderto personalize the training expenence asmuchaspossible foryou, severolexerc:ses ’
b in the workshop call for you to \ . .

analyze your time and . .
analyze how well you,are accomplishing the goals which are important to you.

Therefore. we would like you to complete the Rehabilitation Counseling Time Log for
typical workweek (e.g.. nof on vacation or attending in-sevice training) prior to attending th
workshop pompleﬁon of the Time Log includes the following:

1 Record onthe Time Log as bestyou can the majoractivity you pefformed during each time
period For example between 8:00 a.m. to 10:00 a.m. on Friday you might have:

Contacted Acme Industries. in person to ‘analyze possibilites of placement for Tony
Jones

2. Ifthere is more than one activity during any time slot, try to estimate thé time required for
each If the same achvity exceeds one time slot, simply ditto in that space.

3. You should record your ocnvmes at the end of eoch mormng ond each aftemoon if at all

possvble .
4. Cqomplete a Time Log for each day of the week You have been provaded with 5§ Time Log
Sheets (Qne.for each day). - .

5. We are interested in the opproxumote time devoted to each activity. Don't get bogged
down in minute b?mmute record keeping. Recording onthe basis of thity minute intervals
is optimal. .~ . a

& 6. Bring your Time Log Sheefs to the workshop wnh you.
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Rehabilitation Counseling Time log *= . -

Monday Tuesday - -Wednesday Thursday g Friday (Circle One)
‘ T)zne : Activity Time 7 ’ Activity

8:00f 12:30/

8:30 . - 1:00

8:30/ . 1:00/
" 9:00 . 1:30

9:00/ 1:30/ .

9:30 - 2:00 o

9:30/ . \ 2:00/ _ 3

10:00 . \ - 2:30

10:00/ - , . 2:30/ .
10:30 — : 3:00 .

10:30/, . 3:00/ -

11:00 : : 3:30 . . /

14:00/ ‘ : 3:30/ , ‘ . ,
11:30 4:00 . .. -
130/ . 400/ c

12:00 . ‘ 4:30 . . e

12:00) Lo - 4:30/ -

' 12:30 : ) : 5:00




