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Department: Human Services

Reviewed and Approved by Department Committee:

Reviewed and Approved by Administrative Committee:

Purpose of the Assighment

This assignment provides service facilitation and case management within the Comprehensive Community Services program

for individuals across the lifespan with mental health and/or substance use service needs. The employee fulfills

requirements of the CCS Service Facilitator role as outlined in Wisconsin Administrative Code DHS 36 and is responsible for

assessment, service planning, team coordination, documentation, monitoring, and coordination of psychosocial

rehabilitation and recovery-oriented services.

Duties and Responsibilities

This addendum supplements the core job description. Duties listed below are specific to this assignment and are in addition

to the duties contained in the core Social Worker / Case Manager job description.

Fulfill requirements of Service Facilitator for the Comprehensive Community Services program as outlined in
Wisconsin Administrative Code DHS 36 and related county, state, and federal standards.

Accept referrals and requests for service; assist with screening, intake, orientation, and transition processes for
CCS participants and explain program scope, service array, participant rights and responsibilities, and recovery-
focused expectations.

Conduct comprehensive, strength-based assessments through interviews, home visits, collateral contacts, and
review of records to identify service needs, functional limitations, strengths, risks, preferences, and recovery goals.
Develop, coordinate, and update individualized recovery and service plans in collaboration with the participant,
family or supports when appropriate, service providers, and other involved systems.

Coordinate and participate in recovery team meetings with the goal of bringing teams together to work
collaboratively with and for consumers; document decisions, responsibilities, service changes, and follow-up tasks.
Arrange, authorize as applicable, and monitor services designed to support psychosocial rehabilitation, symptom
management, stability in the community, recovery, and improvement in functioning.

Assess ongoing consumer needs while developing and updating service plans to address needs; coordinate and
monitor ongoing delivery of services to consumers and respond to barriers, engagement concerns, non-
compliance, health and safety issues, and gaps in service delivery.

Provide community services per Wisconsin Statutes, court policies, and requirements of program, state, or federal
guidelines when applicable to the assigned caseload.

Maintain documentation that meets professional practice, billing expectations, and program standards, including
progress notes, service plans, assessments, team meeting documentation, contacts, and other records necessary
for audit readiness and billing compliance.

Prepare correspondence, reports, summaries, and records as necessary and appropriate and communicate with
providers, hospitals, law enforcement, and other stakeholders in support of coordinated service delivery.
Collaborate with internal county programs and external providers to coordinate behavioral health treatment,
substance use services, medication supports, housing supports, employment or education supports, and other
services consistent with participant needs and program scope.
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e Participate in training, supervision, utilization review, quality assurance, and program development activities
necessary to maintain compliance with DHS 36 and county standards.

On-Call / Access Responsibilities

e This assignment may be designated as part of the on-call and/or ACCESS pool depending on training, supervisory
direction, and departmental need.

e  When assigned, after-hours responsibilities may include consultation, crisis response coordination, screening of
urgent referrals, and documentation of actions taken.

Program-Specific Qualifications

Educational, Experience, Licenses/Certifications

e Knowledge of the functions, procedures, organization, policies, and regulations governing the administration of the
Comprehensive Community Services Program.
e Knowledge of recovery concepts, psychosocial rehabilitation, mental health and substance use service systems,
and services provided to individuals across the lifespan in a wraparound or team-based approach.
Skills and Abilities

e Ability to facilitate recovery team meetings, manage multiple provider relationships, and coordinate service
planning that is participant-driven and recovery-oriented.

e Ability to maintain compliant documentation suitable for billing, audit, and program review.
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