P-2376 Electronic Case Files (continued)

P-2376A Electronic Case Files — Creating Files (B21-
08)

Each district will set up a file in their district’s shared drive. The files will be
labeled “District Reach Up Case Files”. For example, "ZDO Reach Up Case Files”
(this would be where your case notes are currently saved).

Y:\ESD\District
Y:\ESD\District\District Reach Up Case Files

Within each District file everyone that is receiving Reach Up will have their own
individual folder. The folder will be saved by their last name, first name, and last
4 of their SSN. For example, “"Doe, Jane 1234".

Within each person’s file there will be subfolders to save documents labeled by
brad to match the paper file.

Brad 1
Brad 2
Brad 3
Brad 4
Brad 5
Brad 6

Case managers can add a description to each brad, but they are not required to.
They may also create yearly sub-folders within each brad if there is a larger
number of documents saved. Additional sub-folders should not be created unless
there are many documents pertaining to the same thing. For example, housing.

If someone’s name changes, the case manager is responsible for changing the
name of the file. If someone reopens with a new name, the District Supervisor
is responsible for changing the name.

District offices (DO) may each decide how they would prefer to organize
participant case files. They may choose to save them alphabetically by
participant last name, or they may choose to save them by case manager. If DO
chooses to save participant case files by case manager, they should create a
“Closed” folder. A “Closed” folder is recommended if files are saved
alphabetically as well, but not required.



Case Manager/Supervisor Support
Setting Up Folders

Create a template that includes all 6 brads and save to the share drive. Create
the participant’s folder, then open the template, highlight, and copy all 6 brads,
and paste into your folder. (Or copy the entire template folder, paste it where
you want the new folder and rename it.)

To create a template folder right click select "New”, then “Folder”. Name the
folder “Template”.
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Open the “"Template folder” and add the 6 brads to the “"Template Folder”. Right
click, select "New”, then “Folder”. Name the folder Brad 1. Follow this process
for Brads 2, 3, 4, 5, and 6. (Optional: You can add a description to each brad.)
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To use the template: open the template, highlight the 6 brads, right click and
select “copy”. (To highlight the brads: select one brad, hold down the “shift” key
and use the arrow to select the other brads.)
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Open the participant’s folder, right click, and paste the brads into the folder.
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Setting Up Folders using Quick Access

Find the file you want to pin to Quick Access. Right click and select “Pin to Quick
Access”.
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If you create a template with all brads in them, you can pin each brad to “Quick
Access”. (If you need help setting up a template ask your supervisor or email
Reach Up Central Office AHS.DCFESDCOReachUp@vermont.gov.)
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Then you can drag and drop from there to a participant file.



mailto:AHS.DCFESDCOReachUp@vermont.gov

| E % | A client folder for training

Home Share View
* dh Cut x I T New item ~ "B 4 Open HH selectan

; v
W Copy path - ﬁ Easy access ~ '—J Edit 1 Select none
Pinto Quick Copy Paste _ Move Copy  Delete Rename New Properties
access |7] Paste shortcut ¢4 to - folder - @) History 5 Invert selection
Clipboard Organize New Open Select
« v » ThisPC » ESD Brattleboro Share (S:) > Brattleboro Reach Up Case Files » Amy's Clients » A client folder for training
~
A Name Date modified Type Size

v 7 Quick access

[ Desktop *
[5 Documents #

&= Pictures o+

Amy.Goldber # :

CRF One time #

This folder is empty.

Amy's Clients #

-
Brad 1 FDP and Assessmenti
Brad 2 Case b #

Brad 3 Corres #
Brad 4 Defern #
Brad 5V&D
Brad 6 Suppo #
Brad 1 FDP's, ass

Brad 2 Case note




	AGENCY OF HUMAN SERVICES
	DCF
	Department for Children and Families

	Manual Maintenance
	P-2315 Work Participation Rate (WPR) and Work Requirements (B21-08)
	Work Participation Rate (WPR)
	P-2315 Work Participation Rate (WPR) and Work Requirements (continued)
	P-2315A Work Requirements (B21-08)
	Each household receiving Reach Up that has adults who are receiving Reach Up benefits, has a family work requirement. The work requirement is the number of hours the household must meet in countable and verified activities (see Reach Up Services proce...
	Reach Up Services rule 2343 also provides the chart showing the work requirements for families. Currently the Interpretive Memo facing page 2343 shows the correct work requirement chart until the rule itself can be updated.
	See Reach Up Services procedure on Work Requirements and Goal Achievement P-2315B.
	Case Manager Support
	Work requirements for pregnant persons
	Minor parents (Reach Up Services rule 2336)
	P-2315 Work Participation Rate (WPR) and Work Requirements (continued)
	P-2315C Difference between Core, Noncore and Not Countable Activities (B21-08)
	Federal requirements define what type of activities are countable and what activities are not countable towards the Work Participation Rate (WPR). They also outline which of the countable activities can be considered “core” hours of a household’s work...
	These distinctions can be important to understand how to fit hours together and help the household meet the work requirement, but they may not fit with what the participant is motivated to take part in. Noncountable or non-core actitivities may be mor...
	Core activities versus non-core activities
	Case Manager Support
	The following charts show how specific activities in ACCESS are counted towards core, noncore, or not countable hours.
	Job Search/Readiness
	P-2333 Job Readiness Activities (B21-08)
	General Procedures for Job Readiness Activities (Reach Up Services rule 2350.6)
	Counting Job Readiness Hours for the Federal Work Participation Rate (WPR)
	Limits on the number of hours used for job readiness

	P-2333 Job Readiness Activities (continued)
	P-2333A Job Search (B21-08)
	P-2333 Job Readiness Activities (continued)
	P-2333B Necessary Treatment (Reach Up Services rule 2350.6) (B21-08)
	Documentation of necessary treatment

	P-2333 Job Readiness Activities (continued)
	P-2341 Good News Garage Cars (B21-08)



