
CASE
MANAGEMENT



WHAT IS CASE MANAGEMENT?

Assessing the customer for strengths and and obstacles.

Participating in developing goals and a plan of action.

Connecting the customer with resources.

Empowering decision making.

Preparing the customer in job attainment and retention skills.

Documenting everything.

Celebrating achievements. 

Case management is the difference between our programs and services. 



CASE MANAGEMENT 
EXPECTATIONS

Listen to the customer.

Case Management starts with the first conversation and ends when 

follow-up is completed

Provide quality customer service.  Non-judgmental, professional, 

empathetic, and courteous

While enrolled, monthly contact/activities, at a minimum.

Timely and quality notes and documentation.

Accessible service delivery.

Be aware of resources.



ASSESSMENT

General Information

Basic/Academic Skills

Employment History

Educational History

Strengths/Resources

Obstacles

Goals/Interests

Identify Needs

OBSTACLES/CONCERNS

Health Restrictions

Legal Issues

Transportation

Childcare

Housing 

Financial

Food



ASSESSMENT EXAMPLES

Eligibility

Interview

Interest Inventories

Basic Skills - Policy

Employability Preparation Skills

Industry/Occupational Skills

Budget Worksheet

And more!
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EXAMPLES OF ASSESSMENT 
QUESTIONS

What made you decide to go into  X  field?

Tell me about yourself.

What are your concerns about going to college?

What was your favorite job?  Least favorite?  Why?

Tell me about your past education – what did you like, not like?

How would your friends or co-workers describe you?

What do you see as your greatest strengths? Obstacles?

Tell me about your previous job searches.  



KEE SUITE RELATED TAB

Tool Tests

• Basic Skill Assessment

• Career Interest Assessment

Career Goals

• Short and long term at time of data entry

• Other

• Goals can be modified and/or new goals set



KEE SUITE ASSESSMENT TAB 
Individual Information - Identifying information

Skills & Interests 
• Current skills
• Summary of self
• *Specific interest leading to employment

*Challenges and/or Stressors
• Drop-down box
• Other requires explanation

*Convictions & Pending Charges
• “Do you have an offender charge?” (Yes or No)
• If yes, more information will be required.

*Dependent Childcare Assistance
• Childcare provider
• Backup 



KEE SUITE ASSESSMENT

Employment Barriers 
• *Can they accept a job?
• Issues with past work experiences
• *Credit check
• *Pass a drug test
• *Indicate a need for training
• Challenges in upgrading employment
• Discussed relevant work experience
• *Part of special programs such as NDWG

(continued)

Transportation 
• *Driver’s license
• Own a vehicle
• Issues with vehicle (insurance, etc.)
• Other means of transportation
• *Maximum willingness to drive



KEE SUITE ASSESSMENT

Well-being 

• Any physical restrictions

• Health needs (mental/physical)

• Treated for current condition

• Additional health details (can be N/A for items if not relevant)

(continued)

*Financial - Spends more than they make; if yes, explain

*Household and social issues - Drug/Alcohol concerns

*Additional Questions

• Barrier that prevents a job search

• Interviewing barriers



KEE SUITE
INDIVIDUAL EMPLOYMENT PLAN (IEP)

Labor Market Information 
• Reviewed Current Labor Market
• LMI Indicate Marketable Skills
• Suitable employment is available based on Current Labor Market

Industry Sector 
• Select the industry sector to which you want to align the customer
• Drop-down option with other below if not listed
• Is it local area approved “Occupational Training List?”

Strengths

• Skills based
• Work experience
• Interest

• Interest
• Training

Work History



KEE SUITE
INDIVIDUAL EMPLOYMENT PLAN (IEP)

Goals - Should populate from related tab

Tool Test - Should populate from related tab

Challenges - Should populate from assessment tab

To do - Can list the items the customer is “assigned” to do

Youth Elements
• Only for youth
• Choose the element(s) that you and the customer agree 

will be beneficial
• Update these throughout the program
• Elements selected must be identified in services and 

notes when related service/activity has started.

Trade



• Area Development Districts

• Department for Community Based Services

• Food Banks/Clothing Banks

• Career Development Office

• Family Resource Centers

• Goodwill

• Vocational Rehabilitation

• Veteran’s Programs

• Youth Programs

• Farm and Migrant Workers

• Community Action Programs

• Mental Health

• Rehabilitation Services

• Low-Income Housing/Homeless Shelters

• Health Department Services

RESOURCE GUIDE

• www.tencocareercenter.com

• https://kynect.ky.gov



Ask Questions:

*Tell me about your classes?

*What is your favorite (or least favorite class?

*What kinds of things are you doing at your clinicals?

*How did that test go?

*Have you gotten an answer on your financial aid?

*How are your online classes going?

*Having kids and going to school is hard: How are you doing?

*Were you able to follow-up on that job lead we discussed?

*What Can I help you with?

ASSESSMENT 
THROUGHOUT SERVICES



1.

Getting & Keeping a Job

Updated Resume

2. Job Search Skills

3. Complete Applications

4. Practice Interviewing

5. Link with resources such as 
CDO, OJT, Expungement Fairs 

6.
Follow-up with employment 
information, job fairs, and 
weekly job lists.



Customer’s Plan

• Gather information through an Assessment

• Determine and document next steps

• Implement steps

• Evaluate progress

Help the customer have a Plan B.



CELEBRATE GOAL ATTAINMENT 
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