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What is a Flexible Case Manager?
A Flexible Case Manager is a state certified person who can be hired to help an elder and/or their family to apply for Consumer Directed Services (CDS) and if asked, to monitor and implement the family’s plan. Paying for Flexible Case Manager services is deducted from the elder/family’s budget and is included in the Community Support Plan (CSP). 
What follows is a summary of what a Flexible Case Manager is expected to do. Contact Elderberry Institute to receive training and additional information, and visit our website to review appropriate forms. 
Flexible Case Manager’s Role
1. Identify elders or their caregivers (consumers) who are eligible and can benefit from CDS.

2. Encourage the consumer to choose CDS for the help they need.
3. Inform the consumer about the process and approximate funds available.
4. If the consumer requests, help consumer to complete a Community Support Plan and complete the responsibilities listed below. 

a. Assist the consumer to send the completed CSP to the appropriate Lead Agency for approval. BE SURE TO HAVE THE CONSUMER KEEP A COPY OF THE AGREEMENTS AND KEEP A COPY FOR YOURSELF.

b. If the plan is not acceptable or needs change, work with consumer to make needed adjustments and resubmit for reconsideration.
5. If you have been requested by the consumer to serve as the Flexible Case Manager, do the things listed below:
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Implementing Plan
a. Help with completing the employee packet, establish worker’s schedule(s), initiate plan to address training needs, provide worker’s invoices for recording worker’s time.

b. Assist the consumer to sign the worker’s invoice they receive from their worker(s) and send it to Elderberry Institute for payment on a scheduled basis
Monitoring Plan
a. Continue to monitor the services the consumer is receiving by talking with the consumer as requested about their CDS services.

b. Assist the consumer to make adjustments to the CSP as needed. Always have the adjusted CSPs submitted to the Lead Agency for approval.  Changes cannot be implemented until formal approval has been received.

c. Review the CSP on an annual basis (if applicable) and submit to Lead Agency for renewal.   

d. Monitor expenses to insure they do not exceed approved amount.

NOTE: If you assisted the consumer to create the CSP but have not been asked to serve as the Flexible Case Manager, explain to the consumer that he/she (or the Flexible Case Manager he/she has selected) needs to fulfill the responsibilities listed above directly with the Lead Agency and Elderberry Institute.
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