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service plan

Instructions for completion

If the client/parent/guardian’s language of preference is other than English, the Service Plan must be interpreted or translated.  If the Service Plan is translated or interpreted, the interpreter/translator must sign the documentation.  If the Service Plan is translated into the client/parent/guardian’s preferred language, an English version must also be maintained in the client’s file.  
Client Name: enter the client’s first and last name

Medicaid Number: enter the client’s Medicaid number. If the client’s Medicaid is pending enter “pending”.  If the client does not have Medicaid and does not expect to become eligible enter the patient number for the program that is providing case management services (i.e. CSHCN, TITLEV-MCH)

Initial/addendum: mark the appropriate box to indicate if the service plan is an initial plan or an addendum to the plan to include new needs. Enter the date the service plan was completed.

Provided copy of service plan: indicate when the copy of the service plan was given to the client/parent/guardian.

Service Need: state the service that is needed by the client/family

Action plan: list the steps that must be completed to meet the need.  If more space is needed, mark out the words “service needed” statement in the next section and continue the action plan steps into the following section. 

By Whom: indicate the person responsible for completing the step in the action plan.

By When: indicate the timeframe in which the step is to be completed.  Include the specific date when available or number of days or weeks. If completion is contingent upon an appointment being scheduled “when scheduled” is appropriate.  Neither “PRN” nor “on-going” is acceptable.

If there are more than three identified needs, continue service needs and action plan on an additional CM-03.  

Each page must be numbered.  

For an initial service plan, the last page will be the signature page.  

A copy of the initial service plan and/or service plan addendum must be provided to the client/parent/guardian in their preferred language.

