Step-by-Step Procedure

for
Life Care Planning
1.
CASE INTAKE:  When you talked with the referral source, did you record the basic referral information?  Time frames discussed?  Financial/billing agreement?  Retainer received (if appropriate)?  Arrange for information release?

2.
MEDICAL RECORDS:  Did you request a complete copy of the medical records?  Nurses notes?  Doctors orders?  Ambulance report?  Emergency room records? consultants reports?  Admission and discharge reports?  Lab/x-ray/etc.?

3.
SUPPORTING DOCUMENTATION:  Are there depositions of the client, family or treatment team that may be useful? "Day in the life of .." video tapes? And if vocational issues to be included in report - School records (including test scores)? Vocational and employment records? Tax returns? 

4.
INITIAL INTERVIEW ARRANGEMENTS:  Is the interview to be held at the client's residence?  Have you arranged for all appropriate people to attend the initial interview (spouse, parents, siblings)?  Did you allow 3 to 5 hours for the initial interview?

5.
INITIAL INTERVIEW MATERIALS:  Do you have the initial interview form for each topic to be covered?  Supplemental form for pediatric cases, CP, TBI, SCI as needed?  Do you have a copy of the life care plan checklist?  Example plan to show the client?  Copy of appropriate Life Care Plan step-by-step booklet?  Camera or video camcorder to record living situation, medications, supplies, equipment, and other documentation useful for developing a plan?

6.
CONSULTING WITH THERAPEUTIC TEAM MEMBERS:  Have you consulted with and solicited treatment recommendations from appropriate therapeutic team members?  If you do not have access to treating professionals, do you have adequate medical foundation for opinions (from records or consulting MD)?

7.
PREPARING PRELIMINARY LIFE CARE PLAN OPINIONS:  Do you have information which can be used to project future care costs?  Frequency of service or treatment?  Duration?  Base cost? Source of information? Vendors? 

8.
FILLING IN THE HOLES:  Do you need additional medical or other evaluations to complete the plan?  Have you obtain the approval to retain services of additional sources from the referral source?  Have you composed a letter outlining the "right" questions to assure you are soliciting the needed information?

9.
RESEARCHING COSTS AND SOURCES:  Have you contacted local sources for costs of treatment, medications, supplies, equipment?  Or do you have catalogs or flyers?  For children, are there services that might be covered, in part, through the school system?

10.
FINALIZING THE LIFE CARE PLAN:  Did you confirm your projections with the client and/or family?  Treatment team members?  Can the economist project the costs based on the plan?  Do you need to coordinate with a vocational expert?  Do you need to determine life expectancy (opinion from MD or someone uniquely qualified).  If “normal” what tables should be used?

11.
LAST BUT NOT LEAST: Have you distributed the plan to all appropriate parties, (client, referral source, attorney, economist, if there is one)?
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