Case Staffing Committee:  Discharge Summary and Process

Procedure and/or Process:

1. Information must provide a thorough and comprehensive summary of services provided and progress of youth and family during services.

2. All areas must be addressed and information should include reason for termination, a brief recapitulation of events in the case and recommendations for aftercare services.

3. Aftercare planning should include an assessment of the needs, which remain to be met, agencies/services to provide aftercare and actions that have been taken to ensure necessary referrals and follow-up.
4. If the youth is not with the family at termination, the Discharge Summary must contain the reasons for the alternative placement and plans for the youth's living arrangement and objectives set that will accomplish an eventual return, if possible and appropriate.  “Inappropriate Living Arrangement” refers to any living arrangement that does not provide legal, safe, and parentally approved shelter. 

5. A planned termination should conclude with a final scheduled appointment with youth and family where the Discharge Summary and Aftercare Plan are reviewed.  Parents and youth should jointly sign the Summary with the Case Manager/Counselor and be provided with a copy. 

6. An unplanned termination will generally not include a final session with youth and family.  Signature blocks should indicate parents and youth were not available and include Case Manager/Counselor signature and date of completion.  A copy of the Discharge Summary may be mailed to the family as a part of case termination.
7. In all cases, completion of a Discharge Summary and case termination must occur within 30 days of the last contact with youth and family.
8. Case Managers/Counselors should perform a final review of the case record prior to supervisor review and signature.  Final review should include: 1) closing incomplete issues on plans; 2) completion of NETMIS Part VI; 3) completion of the MOTHER Form; and 4) completion of any missing or incomplete documentation including signatures, dates, and participant numbers. 

9. Within seven (7) working days of the Case Manager/Counselor signature on the Discharge Summary, the supervisor should review the complete record and sign the Discharge Summary agreement. 

10. The Discharge Summary should be filed on the right side of the case record and should be the final document completed in the record at termination.
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