
Guideline for Monthly To-Do List: March 2020

Name: Case Planner Name

· List out all casework contacts required for each family each month, example:
· Home Visits: boroughs/neighborhoods
· Sibling Visits: all visits that take place including days, times and locations
· Family Visits: all visits that take place including days, times and locations
· Birth Parent Contacts: all to take place and location 

· Community Contacts with kids: all to take place and location

· School Visits: all to take place and location
· Court Hearings and Appearances:
· List out all for the month including dates and borough
· FTCs:

· List out all to take place this month, include date, time and type of FTC

· FASPs:
· List out all that are due and the dates
· Include a due date to supervisor for review at least 2 weeks in advance
· PHRs:

· List out all that are due in LTS and the dates (~3 weeks before court date)
· Include a due date to supervisor for review at least 3 business days in advance
· Court Report Updates:
· List out all that are due and the dates (send to FCLS the day before court)
· Include a due date to supervisor for review at least 1-2 days in advance
Sample Monthly To-Do List for Family A
Home Visit: 1x in Castle Hill, Bronx

Sibling Visit: Every other Tuesday at the agency from 4-6pm (3/3, 3/17, 3/31)

Family Visit: Every Friday at the agency from 4-6pm (3/6, 3/13, 3/20, 3/27)
Bioparent contact: 1x

Community Contact: 2x
Court Hearings: PH on 3/17 at 11am in Bronx Family Court
FTCs: None

FASP: None due

PHR: submitted in LTS on 2/25, court report update due to supervisor on 3/12 and to FCLS on 3/16 with hard copies brought to court on 3/17
Sample Weekly To-Do List: Week of March 16, 2020

Name: Case Planner Name

· Court Hearings and Appearances:
· X Family – Bronx on 3/16

· Y Family – Queens on 3/20

· Family Visits:
· A Family – agency
· B Family – agency [covering for other case planner]
· Home Visits:
· C Family – Queens
· School Visits:

· None
· FTCs:

· L Family – placement preservation

· FASPs:
· R Family due to supervisor for review
· PHRs:

· D Family – need to make supervisor edits and submit in LTS

· Court Report Updates:

· X Family – supervisor edits completed last week, e-mailed to FCLS 3/13, bring hard copies to court on 3/16

· Y Family – due to supervisor on 3/17, edits to be made on 3/19, will bring hard copies to court on 3/20
Sample Weekly Staff Schedule: Week of March 16, 2020
Name: Case Planner Name
	Time
	Monday 3/16: FIELD/REMOTE
	Tuesday 3/17:
OFFICE
	Wednesday 3/18:
FIELD/REMOTE
	Thursday 3/19:
OFFICE
	Friday 3/20:
OFFICE

	9am-10am
	X Family PH in Bronx Family Court
	Catch up on progress notes
	Complete progress notes from family visits
	Complete supervisor edits for court report for Y Family and email to FCLS
	Travel to Queens 

	10am-11am
	X Family PH in Bronx Family Court
	Catch up on progress notes
	Send progress note to [CP Name]
	
	Home Visit to C Family

	11am-12pm
	Travel Home
	Catch up on progress notes
	Call foster parents to check in
	
	Y Family PH in Queens Family Court

	12pm-1pm
	Lunch
	Complete court report for Y Family
	Lunch
	
	Travel to office

	1pm-2pm
	X Family PHR Progress Note + other necessary follow up
	Lunch
	Check in with supervisor by Skype
	Lunch
	Lunch

	2-pm-3pm
	Work on R Family FASP
	Plan schedule for next week
	Complete supervisor edits for R Family FASP 
	Meet with bio parent for X Family
	C Family home visit note + other progress notes

	3pm-4pm
	Work on R Family Name FASP
	Supervise A Family visit
	Phone calls to schools, therapists, etc.
	
	Y Family PHR Progress Note + other necessary follow up

	4pm-5pm
	Call CP for Family B to discuss tomorrow’s visit + catch up on progress notes
	Supervise A Family visit
	Progress notes and follow up for all phone calls made
	
	In-person supervision with supervisor

	5pm-6pm
	Catch up on progress notes
	Supervise B Family visit for [CP Name]
	
	
	

	6pm-7pm
	
	Supervise B Family visit for [CP Name]
	
	
	


Sample Weekly Supervisor Schedule: Week of March 16, 2020
Name: Supervisor Name

	Time
	Monday 3/16: OFFICE
	Tuesday 3/17:

FIELD/REMOTE
	Wednesday 3/18:
OFFICE
	Thursday 3/19:

FIELD/REMOTE
	Friday 3/20:

OFFICE

	9am-10am
	Check in with all staff via in-person/call/text
	Review R Family FASP for CP A
	Check in with all staff via in-person/call/text
	
	Check in with all staff via in-person/call/text

	10am-11am
	
	Review R Family FASP for CP A
	
	Skype supervision with sociotherapist D
	Skype supervision with Director

	11am-12pm
	Supervision with CP B
	Skype supervision with CP A
	Edit/review court report updates
	
	

	12pm-1pm
	Supervision with CP C
	Supervision with Director
	Lunch
	Skype supervision with CP B
	Lunch

	1pm-2pm
	Lunch
	Lunch
	Edit/review PHRs
	Lunch
	Skype supervision with CP C

	2-pm-3pm
	
	Review progress notes in Connections
	
	Skype supervision with sociotherapist E
	Supervision with CP A

	3pm-4pm
	Supervision with sociotherapist D
	
	
	Review progress notes in Connections
	Supervision with sociotherapist F

	4pm-5pm
	Supervision with sociotherapist E
	Check in with all staff via in-person/call/text
	
	Check in with all staff via in-person/call/text
	Supervision progress notes

	5pm-6pm
	Late night coverage + supervision notes
	
	
	
	Check in with all staff and confirm next week’s schedules

	6pm-7pm
	Late night coverage + supervision notes
	
	
	
	


