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What A Case Manager Needs to Know and Participate In: 
 

To be effective as an advocate and in assistance with proper planning, the Case Manager 
needs to be informed of things as they change, and of some specific meetings that take place in 
a person’s life. One of the goals of a case manager is to promote teamwork with the focus on 
the person who represents. To do this, the case manager will need to know and be included in a 
variety of information and any changes that are taking place for the person. The key to this is 
open communication and teamwork.  

The case manager will need to be aware of and be invited to specific planning meetings 
for children and youth so that proper planning and teamwork may take place. Children who are 
on the SED Waiver have Wrap-Around Meetings that take place on a consistent basis and the 
case manager should be kept aware of when these are scheduled and be invited to attend these 
meetings. The goal of this is to assist the case manager in learning what is and is not important 
to the child/youth and their team, to know what future goals are in place, and to be able to 
assist in the transition from the SED Waiver to the DD Waiver in as seamless manner as possible 
when this is needed. 

Another consistently held meeting for children and youth is an Individual Education 
Plan (IEP). The case manager needs communication on when these meetings will be held and 
should be invited to attend as well. This also assists the case manager with learning about the 
child/youth and what direction that they are following, so that transitioning services may be 
more coherent to the future goals that he child/youth and their team has mapped out. At the 
age of 14 a youth is to begin transition planning within their IEP, as a plan on what they will do 
in their adult life. The State of Kansas mandates that the case manager takes an active role in 
this transition planning. Often the school system will cite that it is the parents’ responsibility to 
make sure that the case manager is aware of and invited to these meetings. However, this can 
simply be that they are included on the list of invitations/notifications for the IEP meeting at 
the time that it has been scheduled. The parent and/or youth can simply follow up with the 
person scheduling the IEP to make sure that the contact information is known for the case 
manager and that the case manager is included in the notification of the meeting scheduled. 
An additional planning meeting(s) that a case manager should be aware of and invited to would 
also include employment planning. This includes such things as Vocational Rehabilitation 
Services, Project Search, or other Employment First meetings that are designed to assist the 
youth/adult in preparing for and entering the job market. The case manager can assist with this 
planning and will also need to include any of this information into plans prepared by them per 
regulations from the State of Kansas. The case manager may also be able to coordinate or 
assist with some things that may be needed for this to be most successful for the youth/adult. 
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This could include assisting with completion of the initial application to such 
programs, assistance in coordinating transportation for employment, and application for 
assistance if specific adaptive equipment or work-related expenses are required that the 
person cannot afford. The case manager can be an active member of the person’s team 
with open communication with these services to promote greater success for the 
youth/adult. 

In addition to being included in the different meetings that take place for 
children/youth/ adults, the case manager must also be provided with specific information that 
is designed to assist the person with the most up-to-date information in plans for services, 
assistance with the BASIS Assessment process, and promote teamwork. These things include: 
Functional Assessment Behavior Tracking Sheets that the case manager must provide to the 
BASIS Specialist each year; information about any health-related changes or a change in 
diagnosis that may take place; information about the person being hospitalized or having 
surgery take place; any changes in medications as the case manager is to include this 
information into the person’s plan; any placement into a PRTF, foster care, admission into a 
mental health hospital or any legal involvement that the person may have; if the person 
moves or changes phone numbers the case manager will need to be provided the correct 
address and phone number; and if a situation arises that would require crisis placement, 
funding for staff supports, or the need of adaptive or health-related equipment. 

Include your case manager in the following meetings and provide them with the following 
information to promote the greatest success, teamwork, advocacy, and promote a smooth flow 
for transition planning: 
Wrap-Around Meetings 
PRTF placement 
Individual Education Plans (IEP) 
Health-related changes 
Legal Involvement 
Hospitalizations or Surgeries 
Diagnosis changes 
Mental Health Hospitalizations 
Medication changes 
Need for Staff Funding 
Foster Care Placement 
Need for Adaptive Equipment 
Vocational Rehabilitation & other work training programs 
Any other communication to express your concerns, needs, or to have your questions answered 
 


