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What you need to do

Please use these notes when completing the Individual Plan and Outcome Report documentation. 

Individual Plans should be submitted to the TAC in conjunction with the Assessment document within 25 working days of the agreed start date of case management services. 

Outcome Reports should be submitted to the TAC no later than the planned closure date (as documented on the front of the form). If you will be requesting additional case management services, the Outcome Report should be submitted to the TAC 20 working days prior to the planned closure date (to avoid any interruption in service).

These notes have been written in two separate parts. The initial section relating to completion of the Individual Plan and the second section relating to the completion of the Outcome Report – please refer to the appropriate sections as required.

You need to complete all areas of the documentation. Any areas not appropriate for completion should be noted as such and the reasons stated. Incomplete forms will be returned to you for completion.
What the TAC will do

The completed plan will be reviewed by the TAC within 10 working days of receipt. The TAC Support Coordinator will contact you if further amendments are required. Once the Individual Plan is approved, you will be contacted by the TAC via telephone/email notifying you of this approval. An approval letter and a copy of the Individual Plan will be sent to the client. You will receive a copy of this letter.

Where to send completed forms

Please send the completed report to:

Transport Accident Commission, GPO Box 2751, Melbourne Vic 3001 or fax directly to the Support Coordinator’s fax number as listed on the original referral.

Important personal and health collection notes
The TAC respects our client’s privacy. The TAC will retain the information you obtain on our client’s file. Please ensure you discuss the Important personal and health collection notes with the client and ensure the statement is signed by both you and the client prior to completion of the assessment. This signed form must be submitted to the TAC with the Assessment and the Individual Plan. The TAC is unable to approve an Individual Plan without the completion of this form.

How to complete the Individual Plan and Outcome Report form
1. Client details

Client details, Case Manager details and Support Coordinator details – please complete in full.
2. Report type

Indicate if this is the Individual Plan or the Outcome Report.
3. Funding amount
Indicate the amount of funding you require to complete your listed objectives

4. Episode dates
a. Start date – the date you have agreed to commence case management services with the clients Support Coordinator.

b. Date of this report – the date you are submitting this report to the TAC. Please make note on the form if this date is outside of the 25 working days and an alternative submission date was agreed to with the Support Coordinator.

c. Planned closure date – the date you are planning to finish this episode of case management. This must be documented as part of the individual planning process and should be for no longer than six months from the start date.

d. Actual closure date – the date you actually close the case management episode. This must be documented as part of the outcome reporting process.

Individual Plan

1-4. Life Areas 1-4

All four life areas must be addressed as part of the individual planning process. If a client has no objective under a specific life area, this should be noted as “N/A” with an outline of the reasons the client has no objective under this area eg. “N/A – client lives at home with family – living situation is stable”.

a. Client objective – indicate what the client would like to achieve under this life area. This should be documented in the client’s words where possible. If the objective has been offered by a significant other, note the name and relationship of the person responding.

b. Case management objective – this objective will be derived from the client goal and will outline what the case manager aims to achieve in relation to this goal within this episode of case management involvement (timeframe indicated by the planned closure date documented on the front of the form). 

All case management objectives must be documented in the SMART format ie. 

Specific – outlines exactly what is going to be achieved
Measurable – has a quantifiable, substantive outcome
Achievable & Realistic – will be able to be achieved within this episode for this client
Timely – the timelines for achievement are specified
Examples: 

· “To link client in with another member from their football club to provide transport to and from football matches weekly by the end of the episode”.

· “To determine most appropriate supported accommodation option for client and facilitate clients move into the accommodation by end of July 2005”.
The case manager should ensure this objective only reflects the role of the case manager and the outcomes for which they are responsible. The proposed outcomes of the client or other therapists are not outcomes for which they are responsible.
c. Action table – this table should include the actions of all parties ie. client, case manager, family, friends, therapists, carers etc. who are involved in assisting the client to address their objective.

· Who is responsible: indicate the primary person responsible for completing the action.
· Actions: detail the action that will occur within the episode of case management by the people involved.

· Review date: indicate the date that the completion of this action will be reviewed.

· Progress and implementation: this column should not be completed until the Outcome Report is being completed. Please leave this column blank as part of the Individual Planning. When completing the Outcome Report, please detail the progress against each action listed in this table ie. what occurred and what is the current status now.

5. TAC funded support
This table must be completed for all clients who currently receive, or you are recommending to receive any TAC funded support services. For the purpose of this table, support services include any of the following: attendant care, home help, gardening, allied health assistants, community group programs, YMCA gym support workers. 
You do not need to include therapies on this section of the table. Therapy supports will be requested by the individual therapists.

All requested supports need to be linked to client objectives. Please refer to the example provided at the top of this table as a reference to the detail required.

6. Future weekly planner
Provide an outline of all regular activities you propose the client will participate in during their regular week. Timetable should include exact hours where funded support intended to be used. If there is, and will not be, any structure to the clients week, this should be noted in the timetable.

Outcome Report

These sections of the report are completed and submitted to the TAC no later than the ‘planned closure date’ as documented on the front of the form. If you will be requesting additional case management services, the Outcome Report should be submitted to the TAC 20 working days prior to the planned closure date (to avoid any interruption in service).

NB: ‘Progress and Implementation’ column should be completed as part of the Outcome report, see above.

1-4. Life Areas 1-4

a. Case management outcome report - describe what happened in relation to the ‘case management objective’ as documented above. Was the objective achieved and if so, what happened? If the objective was not achieved, what were the barriers and what else was worked on?

b. Rating against the case management objective – using one of the numbers/letters listed below to indicate whether the case management objective was not achieved, achieved, partially achieved, achieved above expectation or withdrawn.

c. Client outcome report – document in the clients words (wherever possible), how the client feels about their progress towards their objective.

5. Further recommendations
Detail any further recommendations for the client, TAC or treating team in assisting the client to continue to meet their objectives.

6. Case management objectives to be addressed
If you are requesting further case management involvement, you need to detail here the case management objectives to be addressed during further case management involvement. These objectives should be written in the format as detailed above under ‘Individual Plan – Case management objectives’. If you request and are approved further discrete case management involvement, you will work from the objectives listed in this table. If you request and are approved another episode of case management involvement, you will need to complete a new Individual Plan.

7. Level of funding requested for further services
Indicate here what type of additional funding you are requesting and indicate the dates between which these services will be provided.

8. Outcome of discrete case management intervention
This section should only be completed where hours (not an episode) were approved to complete the objectives listed in ‘case management objectives to be addressed’.

The case management objectives listed in this table should be exactly the same as the objectives previously listed in the table above titled ‘Case management objectives to be addressed’. Next to each objective you will need to detail the outcome including whether the objective was achieved and the current status. If the objective was not achieved, what else occurred to prevent this? Also list the completion date of each objective.
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