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Children’s Long-Term Support (CLTS) Addendum 

Department: Human Services  

Reviewed and Approved by Department Commitee:  

Reviewed and Approved by Administra�ve Commitee:  

Purpose of the Assignment 

This assignment serves children and youth with medical, physical, developmental, emo�onal, and mental health support 
needs through the Children's Long-Term Support Program. The employee func�ons as the county's service 
coordinator/service facilitator for assigned CLTS par�cipants and is responsible for planning, arranging, coordina�ng, 
monitoring, and documen�ng services in accordance with applicable Wisconsin Statutes, including chapters 46 and 49, 
Medicaid and HCBS waiver requirements, and county and program standards. 

Du�es and Responsibili�es 

This addendum supplements the core job descrip�on. Du�es listed below are specific to this assignment and are in addi�on 
to the du�es contained in the core Social Worker / Case Manager job descrip�on. 

• Accept and process requests, referrals, and transfers for the CLTS Program; assist families in understanding 
program eligibility, service availability, �melines, and the service coordina�on process. 

• Conduct and document strength-based assessments through interviews, home visits, record review, and collateral 
contacts to iden�fy the child's and family's needs, strengths, risks, func�onal limita�ons, and support needs. 

• Par�cipate in or coordinate ac�vi�es necessary to determine and maintain eligibility for CLTS services, including 
gathering informa�on needed for screening, enrollment, redetermina�on, and related program requirements. 

• In collabora�on with the child, parents or caregivers, providers, and natural supports, determine the range and 
type of needed services and develop, implement, and update the individualized service plan. 

• Coordinate authorized supports and services for children and youth based on assessed needs; monitor service 
delivery, provider performance, u�liza�on, health and safety concerns, outcomes, and family sa�sfac�on, and take 
correc�ve ac�on when needed. 

• Coordinate and facilitate team mee�ngs with the goal of bringing people together to collabora�vely work with and 
for families, including schools, therapists, medical providers, respite providers, and other involved systems. 

• Maintain regular contact with families and providers through home visits, office contacts, phone contacts, and 
other communica�on methods to assess ongoing needs and assure that services con�nue to meet program and 
family goals. 

• Explain the scope of services and the family's rights and responsibili�es in rela�on to the use of services, including 
free choice of providers where applicable, grievance or appeal processes, mandatory repor�ng obliga�ons, and 
limits of county authority. 

• Prepare correspondence, records, referrals, service authoriza�ons, summaries, and reports as necessary and 
appropriate; maintain documenta�on that meets professional prac�ce, billing expecta�ons, Medicaid 
requirements, and CLTS program standards. 

• Monitor health and safety issues affec�ng enrolled children and youth; respond to iden�fied concerns, document 
ac�ons taken, and coordinate correc�ve planning or referrals as appropriate. 

• Par�cipate in required state, regional, county, and program mee�ngs, trainings, quality assurance ac�vi�es, and 
other tasks necessary to maintain compliance with CLTS requirements and best prac�ce standards. 



 
 

Page 2 

Children’s Long-Term Support (CLTS) Addendum 

On-Call / Access Responsibili�es 

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

• When assigned, a�er-hours responsibili�es may include consulta�on, crisis response coordina�on, screening of 
urgent referrals, and documenta�on of ac�ons taken. 

Program-Specific Qualifica�ons 

Educa�onal, Experience, Licenses/Cer�fica�ons 

• Knowledge of the func�ons, procedures, organiza�on, policies, and regula�ons governing the administra�on of the 
Children's Long-Term Support Program. 

• Knowledge of child development, childhood disorders, disabili�es, family systems, and the service needs of 
children and youth with special needs and their families. 

Skills and Abili�es 

• Ability to coordinate complex services across mul�ple providers and systems while maintaining a family-centered 
and strengths-based approach. 

• Ability to maintain complete and compliant documenta�on and to monitor services for health, safety, u�liza�on, 
and quality concerns. 
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