





















































































































INSTRUCTIONS





For the Completion of the Family Service Worker Case Log


	FORM 565





The Case Log is a local tracking from completed by each Family Service Worker and used to assist counties





in preparing the Family Services Quarterly Statistical Reports, Form 566 (formerly Form 503).





Before you begin the case log for the current quarter, review the case names, numbers, etc. listed on the case log from the


previous quarter of the same fiscal year. This should prevent you from counting the same cases twice in the same fiscal year


which results in a duplicated case count.





Family Service Worker - Write the name of the Family Service Worker whose cases are being reported.





Months -





Write the months of the quarter being reported. Put the first month of the quarter in the first


blank-before the dash. The third/last month of the quarter is written in the blank after the dash.





Calendar/Fiscal Year - Write the calendar year- in the first space, then write the fiscal year. (The computer





changes the months and calendar year into fiscal data, so do not worry if you are


unsure of the fiscal year.)





Case Name -





On the first work day of every July, list the name of every case that is active. The names


of all new cases opened during the July-September quarter are then added to the list.





For the other three quarters, list only the new cases that were opened


during the quarter being reported.





Case Number -





Enter the number assigned to the case record.





Program Area - Write the same program listed on the Referral for Family Services, Form 562. The program will be


	APS, CPS, or PCL from the Social Services staff-, EMP from Economic Support Services staff.





# of Adults -





The number of adults in the case receiving direct or indirect services from the FSW.





* of Children - The number of children in the case receiving direct or indirect services from the FSW.





Date Opened- The date the case is assigned is the date used for "Date Opened". This date is written


	by the supervisor and found in the "Disposition" section of the Form 562





Date Closed-   Beside the client's name, case#, etc., and under the "Date Closed" column. Write the





is reopened under the same program in the same fiscal year.)





date that Family Services-ended. (A closed case is tracked so that we do not list/count the


same clients again if the





Case Manager - Write the name of the Case Manager assigned to the family.





TOTALS -





Count the total number of cases, and the adults and children in those cases, in each of the


program areas: APS, CPS, EMP, and PLC. Write V it no cases were opened under a program.





NOTE: Do not list the same active cases every quarter. All active cases, plus those newly opened, are only





the July-September quarter-the beginning of the fiscal year. For all other quarters, only count newly opened


cases in the period being reported.





	Please keep case logs in your county office. Do not send them to the State Office.
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