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All case reviews are completed on the DCBS Case Review Web 117 Application available through the Kentucky Enterprise User Provisioning System (KEUPS).  Supervisory staff can request that a user be granted access to the Web 117 Application through KEUPS. Reviews are used to assess the correctness of casework processing and to identify error trends and training needs so that they can be addressed on a local, regional or statewide basis. 

A.
The purpose of a case review is to ensure that:


1.
A case is processed correctly;


2.
Case decision is made according to Agency policy;


3.
All information is obtained, reviewed and evaluated to substantiate a case decision;


4.
Impending changes are identified and spot checks are set up and processed appropriately;


5.
Computer matches are acted upon timely and appropriately;


6.
All required forms are incorporated into the case record and all inconsistent information is clarified;


7.
All areas of eligibility are documented on the appropriate computer system;


8.
All elements affected by an error are identified; and 


9.
All computations are correct.  

B.
Reviewer Functions.


1.
Reviewers follow the guidelines issued by the Service Region Administrator’s (SRA) office which establishes the required number of cases to be reviewed on a monthly basis.  Special reviews may be included in the case review quota.  


2.
Reviewers use the different levels of reviews available. Each level of case reviews contributes to the assessment of case work and identification of the need for coaching, mentoring, training, policy support, practice supports and system changes.    

C.
Review Process


At each level of case review, these general procedures are appropriate:


[1.
Reviewers follow procedural instructions available on the web-based online 117 Case Review System as a “Help” function.  These instructions can be viewed by opening the link right below the “Review Section” of a 117 case review or by clicking “Help” on the menu at the left of the page.

2.
Reviewers must read cases and review all elements.

3.
The reviewer prints a copy of the review for the worker. 


4.  When there are errors, the reviewer cites specific policy for the error identified: 


5.
If the case requires corrections, the reviewer indicates on the Web 117 Application, that further action is necessary and leaves the review “incomplete”. 

6.
The worker makes the necessary corrections and returns the case to the reviewer within the allotted timeframe.  


7.
When the reviewed case is returned to the reviewer, the reviewer ensures that the necessary corrections are made.  After all the necessary corrections are made, the reviewer accesses the incomplete Web 117 review and enters a “NO” on the “Action Needed” tab to show that the case review is complete. 

8.
If the worker disagrees with the error cited, a conference with the reviewer may be requested.

9.
Reviewers may use the “Detailed Activity by Reviewer” report to track   the status of case reviews.  

10.
Although the worker is given a copy of the review, the copy is retained for work purposes use only.  The completed review is confidential and a part of the Agency’s records.  

11.
The review outcomes are used in the performance evaluation of an employee to identify the caseworker’s policy strengths and training needs.  

D.
Central Office Functions.


1.
DCBS Case Review Web 117 Application responsibilities within the Division of Family Support (DFS) are divided by program area.  Program specific questions and suggestions for changes to the system are e-mailed by the Web 117 Regional Administrator to that program’s designated Central Office Web 117 administrator.  


Designated Regional Administrator’s can delete a review meeting the criteria in item F.  

All other Case Review system related issues are handled by the KAMES Helpdesk at (502) 564-0104 or (866) 231-0003, option 1.


2.
Central Office staff will complete 1st, 2nd and 3rd level reviews.  Cases from every region are reviewed. 


3.
When an error is identified, local staff has 10 work days to make corrections.  In some instances case records or other material may be needed by Central Office in order to complete the review. In the event that material is needed from a case record, the Program Specialist will be contacted to provide the information to Central Office within 5 work days from the date the information is requested if not already scanned into Electronic Case Files (ECF).]    

E.
117 Reports

The information gathered by the Web 117 Reports is used as a tool to monitor error rates by:


1.
Identifying regional trends that suggest the need for targeted training;


2.
Requesting additional statewide training when necessary;


3.
Clarifying policy which is error prone;


4.
Identifying needed changes in policy, procedures or systems that could address errors;


5.
Identifying areas for best practice tip sheets, checklists and news messages;


6.
Supporting and measuring achievement at the regional level; and


7.
Identifying errors and their root causes.


For more information on the Web 117 reports see MS 0420.
[F.
Deleting Web 117 Case Reviews

Prior to deletion of a Web 117 Case Review all users must validate the reason for the request.  This is necessary for reviews deleted by 117 Regional Administrators.

The following instructions apply to all Web 117 Case Review deletion requests:

1.
Pending Reviews:

The pending review is deleted by a supervisor or program specialist when the deletion request meets one of the following criteria: 

a. Incorrect Entry of Case Decision (CD)/ Non Case Decision (NCD)

b.
Incorrect case name/number/program code

c.
Review marked complete in error (this is a Central Office function only)

d.
Name of worker incorrect

e.
Wrong review level indicated

f.
Wrong error cited.

These 6 options populate in the “reason for deletion” dropdown box at the bottom of the review.  If the deletion request does not meet one of these requirements, the review is not deleted.  

2.
Complete Reviews:

The 117 Regional Administrator is responsible for deleting completed reviews.  

Send the deletion request to the 117 Regional Administrator. The Regional Administrator screens the request to determine if the request is past the 10th day of the month following the review month.
a. If the request is made after the 10th day of the month following the review month, Regional Administrator denies the deletion request as this skews reporting data history.  

b. If the request is made prior to the 10th day, the Regional Administrator screens the request to make sure it meets one of the six criteria in section “A” above.  If the request is appropriate, the Regional Administrator deletes the review.
3.
If the denied request is to delete a review that failed to identify an error, another review must be completed to ensure case accuracy.  

4.
If the denied request is to delete a review for any other reason, a new review is not entered.]
