Case File Review Template
	Assigned Worker
	
	Date of Review
	

	Reviewer
	
	Review Period 
	

	Participant’s Initials 
	
	MFIP Case Status
	

	WF1 Record ID
	
	Current TANF Month
	

	MAXIS Case #
	
	Current EMPS Code
	

	Referral Date
	
	WF1 Enrollment Date
	

	Case status notes 
	


Enrollment
	When writing comments for this section, consider: if the referral was accepted and enrolled within 4 calendar days, if the Overview was completed within 30 days of the referral, if form DCYF-2929 Notice of Requirement to Attend Overview was sent appropriately within 30 days and is on file in WF1, if required Overview documents are in EDS, and if the participant received flexible options for receiving services during their enrollment. 

	Comments:  


Engagement and Communication 
	When writing comments for this section, consider: if the worker met Hennepin County’s engagement expectations (minimum of monthly individualized engagement for cases with no overdue case items; increased frequency of efforts to engage and use of all available methods when items are overdue), if releases of information are properly uploaded into EDS, timeliness of case note entry, thoroughness of case notes (services delivered, case status, case actions taken, coordination of benefits, resources, next steps, etc.).

	Engagement During Month 1 in Review Period
	Comments:

	Engagement During Month 2 in Review Period
	Comments:

	Engagement During Month 3 in Review Period
	Comments:

	Engagement During Month 4 In Review Period
	Comments:


Assessment
This section reviews the case’s most recent assessments on file, conducted by the current ESP, even if the assessment pre-dates review period. Hennepin County policy required ESPs to complete the Employability Measure within the first 90 days of enrollment, and then at the milestones of TANF month 24 and 48.
	When completing comments for this section, consider: if there is an Employability Measure on file for the current enrollment sequence, if the completed Employability Measure clearly state the reason for each score given in the comments, how closely the scores and reasoning match the Employability Measure User’s Guide, and if case notes indicate that the worker has made adequate documented attempts during the review period to conduct the Employability Measure with the participant. This may also include the use of varying formats of communication and increased efforts beyond the minimum monthly expectations if the Employability Measure is overdue.
☐   N/A – Enrollment less than 90 days ago, EM is not due yet.

	Comments:


Planning 
	When completing comments for this section, consider: if there is an overdue (more than 14 days) pending plan on file, if the Employment Plan’s signature page has been updated into EDS, if the Employment Plan contains individualized goals (both short and long term) that connect to the activities in the plan, if the Employment Plan includes individualized participant strengths, if the Employment Plan contains the participant’s current activities, if “Reduced Hours, Good Cause” plans are appropriately used, and if the Employment Plan gives clear and specific information about the activities and requirements.

	Is there an Employment Plan (EP) on file that is less than one year old? 
☐   Yes, date: 
☐   No, no EP has been created or the most recent plan is more than one year old. Skip to the next section. 

	Has an employment plan review been completed if the current plan is: 
· 3+ months old for a Universal Participation case or 
· 6+ months old for a Family Stabilization Services (FSS) case
☐   N/A
☐   Yes, the employment plan has been reviewed and found appropriate and reasonable OR the counselor has made appropriate attempts to complete the review.  
☐   No, the EP review or attempt to review has not been documented in case notes OR the review that was conducted is insufficient.

	Comments:


Resources and Supports 
	When completing comments for this section, consider: if the worker has offered support services to the participant during the review period, if the worker responded appropriately to requests for support services, if support services given are recorded correctly in WF1, and if the worker has offered relevant resources and/or referrals to meet the participant’s needs.  Relevant resources can include information and support with Childcare Assistance, FSS eligibility, or other participant needs.

	Comments:


Documentation 
	When completing comments for this section, consider: if the activities open match those in the Employment Plan, if Assessment activity has been opened after overview is complete, if WF1 EDS contains corresponding logs for any hours tracked, that participation hours have been entered into WF1 when applicable, that meaningful engagement as defined by Hennepin County is documented in WF1 case notes for any assessment hours that have been entered, and that assessment hours are entered when critical case appointments (ES Overview, employment plan, employability measure, or 3/6 month employment plan review) occurred.

	Comments:





