65E-15.111 Systems Management.

(1) All case managers employed by a provider shall be located administratively in one case management unit irrespective of the number of sites where the case managers are stationed or the number of programs in which clients participate.

(2) A case management peer review process will be implemented. The review shall afford case managers the opportunity to improve their effectiveness through the review of their work by their peers.

(3) Each agency shall develop and implement a client and family review process which solicits the input of these groups of individuals concerning the delivery of services.

(4) Each agency shall develop and implement an annual staff development plan for all case managers.

(a) The plan addresses training in, but not limited to, the following areas:

1. Resource development skills;

2. Recruitment and use of volunteers;

3. Facilitating the development of and working with consumer and family support groups;

4. Time management;

5. Advocacy skills;

6. Handling of client complaints;

7. Communication skills;

8. Development of service plans;

9. Continuity of Care Information System (CCIS), including confidentiality;

10. Agency policies and procedures; and

11. Relevant statutes, rules, regulations, policies and procedures to include Sections 394; 396; 397; 916; 945, F.S.; Chapters 65E-4, 65E-5, and 65E-15, F.A.C.;

12. Policies and procedures related to admissions and discharges from state facilities.

(b) Participation and accomplishments regarding training shall be documented in the case manager’s personnel file.

(5) Each provider shall develop a case management policy and procedures manual consistent with all departmental rules.

(a) A copy of the manual shall be made available to the case managers. Its contents shall be discussed with them during their initial orientation.

(b) The manual must include, but not be limited to, the following:

1. Intake mechanisms;

2. Case management staffing;

3. Client complaint resolution;

4. Advocacy mechanisms;

5. Unit coverage – client access to services as needed and integration with after hour services;

6. Department of Children and Family Services contingency fund;

7. Agency referrals;

8. Case transfers;

9. Transportation of clients;

10. Volunteers – use and training;

11. Field visits;

12. Community and consumer support centers;

13. Resource development;

14. Brokerage of mental health services;

15. Assignment of case managers to clients;

16. Active, limited contact, inactive and closed client status;

17. Sections 394, 396, 397 and 916 of the F.S., Chapters 65E-5, 65E-14 and 65E-15 of the F.A.C.; and

18. Policies and procedures related to admissions to and discharges from state facilities.
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