BULLETIN 2019-85                                                                                                September 13, 2019
	U.S. Department of Labor

Employment and Training
  Administration

Office of Apprenticeship (OA)
Washington, D.C. 20210
	Distribution:
A-541 Headquarters
A-544 All Field Tech

A-547 SD+RD+SAA+; Lab.Com

	Subject:  Revised National Standards of Apprenticeship for the National Center of Healthcare Apprenticeships (NCHA), Appendix A
Code: 400.01


	Symbols:  DRAP/JPT
	
	Action:  Immediate

	PURPOSE:  To inform the staff of OA, State Apprenticeship Agencies (SAA), Registered Apprenticeship program sponsors and other Registered Apprenticeship partners of the approval of revised National Standards of Apprenticeship for the National Center of 

Healthcare Apprenticeships (NCHA), Appendix A to include Assistant Case Manager.
BACKGROUND:  These revised National Standards of Apprenticeship submitted by Mr. Daniel Bustillo, H-CAP Director, on behalf of the National Joint Apprenticeship and Training Committee (NJATC) of the National Center for Healthcare Apprenticeships (NHCA), were approved by the OA Administrator on September 6, 2019.  These revised National Standards of Apprenticeship are for the following occupation: 
· Assistant Case Manager (Existing Title:  Direct Support Specialist). 
             ONET-SOC CODE: 21.1093.00   
             RAPIDS CODE: 1040CB

ACTION:  This bulletin is being provided to OA staff for informational purposes only.   The National Office of Apprenticeship will be responsible for maintenance and technical assistance regarding this program.
If you have any questions please contact Joseph Taylor, Apprenticeship and Training Representative, National Office, at (202) 693-3960 or taylor.joseph.p@dol.gov.

NOTE: This bulletin is being sent via electronic mail.  
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WORK PROCESS SCHEDULE


ASSISTANT CASE MANAGER


(EXISTING TITLE: DIRECT SUPPORT SPECIALIST)


ONET-SOC CODE: 21-1093.00      RAPIDS CODE: 1040CB


Description:  Assistant Case Managers provide intensive case management services and serve on a team that are the central points of contact to coordinate services and care for assigned clients. These positions serve individuals and families residing in interim and permanent housing. They support and provide services in the areas of assessment; care planning; coaching and social support; connections to direct services; care coordination and system navigation; education about the health and social service system; outreach and engagement, and capacity building for individuals who were experiencing homelessness and are now housed.

Term:  This is a competency-based program, therefore completion of the on-the-job learning of these work processes as listed below will occur after the apprentice has demonstrated mastery of each competency and successfully completed the related instruction.  


On-The-Job Learning:  Apprentices will receive training in the work experience as listed below.  The average apprentice coming into this training with no previous experience may take approximately 1-2 years to master the competencies.  Credit may be given for previous experience and education.

		WORK PROCESSES






		I. Assessment


· Work as part of a team to conduct initial assessment of participant strengths and needs. Conduct subsequent 90-day assessments. This includes but is not limited to administering appropriate screening and/or assessment tools.


· Assist participants, participants’ significant others, and other team members in the development of a services and supports plan, which addresses the participant’s goals and any medical, behavioral health and/or substance use treatment needs.


· Assist participants in setting goals related to housing retention, benefits establishment, employment and self-sufficiency, and other topics which support the program participant in gaining more control over their lives and their health.


· In conjunction with intensive case management services and each participant, assist with evaluating progress towards goals and make adjustments in the case management plan to facilitate progress toward goals.


· Assess participant eligibility/suitability for special programs.


· Complete all necessary and required documentation, which includes use of the care management platform.


· Maintain participant confidentiality and privacy by protecting participant health and personal information.





		II. Coaching and Social Support


· Connect and engage housed participants in activities and services.


· Establish a trusting and open relationship with participants.


· Accompany participants to appointments as needed and appropriate.


· Help participants to build social support systems; this includes connecting participants to support and recovery groups.


· Provide coaching for housing, employment, and other interviews and address participants’ anxieties related to these activities.






		III. Care Coordination, Case Management, and System Navigation


· Work as part of a team providing intensive case management for a determined period of time.


· Provide warm hand-offs and supported referrals to necessary supports and services, including housing, education, employment, substance use treatment, etc.


· Engage with participants in most appropriate and accessible location.


· Connect participants to needed resources within various health and social service providers.


· Arrange or provide transportation to services as needed.


· Assist with obtaining, completing, and submitting applications, and appeals processes.


· Support participants to prepare for and complete needed medical and social service appointments.


· Facilitate connection to and engagement with a geographically and culturally appropriate primary care home.


· Arrange for supportive services such as home health care, in home supportive services, or durable medical equipment as needed.





		IV. Advocacy


· Serve as an advocate on behalf of participants within clinical, public agency, and community-based settings to help participant achieve health and life goals and to secure necessary services and supports, promoting participant’s recovery.


· Assist participants to learn to advocate for him/her/themselves.





		V. Capacity Building


· Use motivational interviewing and popular education to activate the participant to set and achieve personal goals.


· Provide connection to appropriate programs, including social service programs and organizations that conduct community building and organizing, to facilitate empowerment, self-determination, and engagement in the community.





		VI. Outreach and Engagement

· Locate assigned clients and secure a safe place for them to stay while working on permanent housing.


· Identify and help secure items needed to successfully navigate the housing process including identification.


· Build a working relationship with the client based on trust and trustworthiness.





		VII. Other Duties as Assigned

· Complete assignments, documentation of services, and other duties as delegated in a competent and timely manner.


· Communicate clearly, professionally and effectively with ICMS case manager, and all site-specific colleagues.


· Participate in team building efforts to promote positive interpersonal relationships with team members.






NOTE: The above Work Processes are intended as a guide. It is understood that the Assistant Case Manager scope of work and the application of learned skills may vary by state and employer. The above Work Processes are core competencies.  Additional skills and or practice may be required based on employer needs and/or state or local requirements.

RELATED INSTRUCTION OUTLINE


ASSISTANT CASE MANAGER


(EXISTING TITLE: DIRECT SUPPORT SPECIALIST)


ONET-SOC CODE: 21-1093.00      RAPIDS CODE: 1040CB


These courses listed here can be completed before or during the apprenticeship program. It is recognized that the content outlined below may be delivered through different courses provided by different educational institutions and training providers, as determined and approved by the local partnership, and/or JATC or Local Committee.


Related instruction supplements the on-the-job learning and lists courses that provide technical ability. It is through the combination of both on-the-job learning and the related instruction that the apprentice can reach a skilled level in the occupation. The following are suggested courses to be completed during the term of apprenticeship:


It is recommended that the related instruction will add up to 144 hours or more per year of apprenticeship.

		Course Topics

		Hours



		Skill Building


· Open ended Questions


· Active/Reflective Listening


· Goal Setting


· Behavioral Descriptions


· Care Coordination Planning


· Thriving in Community (retention, critical time intervention)


· Giving and Receiving Feedback


· Person Centered Language (jargon, acronyms, code switching)


· Coaching Skills


· Coaching Model/Innovator’s Compass


· Motivational Interviewing


· Personal Communication Styles/Healthy Conversations


· Time Management Techniques



		15



		Learning Group Exercises – Case Studies & Applications


· Open-Ended Questions


· Assessments


· Active/Reflective Listening


· Case Planning 


· Documentation & Case Notes


· Ethics & Boundaries


· Health, Mental Health, & Substance Use Treatment


· Applying Effective Practices


· Outreach & Engagement


· Health


· Mental Health


· Substance Use

		20



		Personal Development


· Self-Care


· Individual Development Planning




		15



		Competencies


· Core Functions of Case Management


· Assessment


· Instruments


· Case Planning


· Documentation and Case Planning




		6



		Content


· Case Management


· Definitions of Homelessness


· Life Domains


· Housing Basics and Resources


· Benefits Basics and Resources


· Ethics and Boundaries


· Health Basics and Resources


· Mental Health Basics and Resources


· Substance Use Treatment Basics and Resources


· Stages of Change


· Harm Reduction/Housing First


· Trauma and Resiliency Informed Care


· Thriving in Community


· Culture and Values


· Equity

· Wellness Recovery Action Plan (W.R.A.P.) 

· Outreach & Engagement

· Systems Navigation




		24



		Mentored Learning


· Shadowing


· Home Visits


· Safety

· Agency Privacy & HIPAA Training



		80



		Total Hours of Related Instruction




		160





Assistant Case Manager


Competency and Task Verification Checklist


Each employer partnership, and/or JATC or Local Committee will determine the appropriate examples of each core competence. The list below each core competence should be completed depending on state scope of practice and employer requirements.  

Field Training – Mentor/Journey worker has provided training and demonstration of task to the apprentice.


Demonstrates Fundamentals – Apprentice can perform the task with some coaching.


Proficient in Task – Apprentice performs task properly and consistently.


Completion Date – Date apprentice completes final demonstration of competency.

		Core Competence

		Initial and date in the box when complete

		



		I. Assessment  

		Field Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		Work as part of a team to conduct initial assessment of participant strengths and needs. Conduct subsequent 90-day assessments. This includes but is not limited to administering appropriate screening and/or assessment tools.

		

		

		

		



		Assist participants, participants’ significant others, and other team members in the development of a services and supports plan, which addresses the participant’s goals and any medical, behavioral health and/or substance use treatment needs.

		

		

		

		



		Assist participants in setting goals related to housing retention, benefits establishment, employment and self-sufficiency, and other topics which support the program participant in gaining more control over their lives and their health.

		

		

		

		



		In conjunction with intensive case management services and each participant, assist with evaluating progress towards goals and make adjustments in the case management plan to facilitate progress toward goals.

		

		

		

		



		Assess participant eligibility/suitability for special programs.

		

		

		

		



		Complete all necessary and required documentation, which includes use of the care management platform.

		

		

		

		



		Maintain participant confidentiality and privacy by protecting participant health information.

		

		

		

		



		Work as part of a team to conduct initial assessment of participant strengths and needs. Conduct subsequent 90-day assessments. This includes but is not limited to administering appropriate screening and/or assessment tools.

		

		

		

		



		II. Coaching and Social Support

		Field Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		Connect and engage housed participants in activities and services.

		

		

		

		



		Establish a trusting and open relationship with participants.

		

		

		

		



		Accompany participants to appointments as needed and appropriate.

		

		

		

		



		Help participants to build social support systems; this includes connecting participants to support and recovery groups.

		

		

		

		



		Provide coaching for housing, employment, and other interviews and address participants’ anxieties related to these activities.

		

		

		

		



		III. Care Coordination, Case Management, and System Navigation

		Field Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		Work as part of a team providing intensive case management for a determined period of time.

		

		

		

		



		Provide warm hand-offs and supported referrals to necessary supports and services, including housing, education, employment, substance use treatment, etc.

		

		

		

		



		Engage with participants in most appropriate and accessible location.

		

		

		

		



		Connect participants to needed resources within various health and social service providers.

		

		

		

		



		Arrange or provide transportation to services as needed.

		

		

		

		



		Assist with obtaining, completing, and submitting applications, and appeals processes.

		

		

		

		



		Support participants to prepare for and complete needed medical and social service appointments.

		

		

		

		



		Facilitate connection to and engagement with a geographically and culturally appropriate primary care home.

		

		

		

		



		    Arrange for supportive services such as home health care, in home  


    supportive services, or durable medical equipment as needed.

		

		

		

		



		Advocacy

		Field Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		    Serve as an advocate on behalf of participants within clinical, public   


    agency, and community-based settings to help participant achieve 


    health and life goals and to secure necessary services and supports, 


    promoting participant’s recovery.

		

		

		

		



		    Assist participants learn to advocate for him/her/themselves.


		

		

		

		



		Capacity Building

		Field Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		Use motivational interviewing and popular education to motivate and activate the participant to set and achieve personal goals.

		

		

		

		



		IV. Provide connection to appropriate programs, including social service programs and organizations that conduct community building and organizing, to facilitate empowerment, self-determination, and engagement in the community.

		

		

		

		



		Outreach and Engagement

		Field Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		Locate assigned clients and secure a safe place for them to stay while working on permanent housing.

		

		

		

		



		V. Identify and help secure items needed to successfully navigate the housing process including identification.

		

		

		

		



		Build a working relationship with the client based on trust and trustworthiness.

		

		

		

		



		Other Duties as Assigned

		Field Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		VI. Complete assignments, documentation of services, and other duties as delegated in a competent and timely manner.

		

		

		

		



		Communicate clearly, professionally and effectively with ICMS case manager, and all site-specific colleagues.

		

		

		

		



		Participate in team building efforts to promote positive interpersonal relationships with team members.

		

		

		

		



		Complete assignments, documentation of services, and other duties as delegated in a competent and timely manner.

		

		

		

		



		VII. 
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