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[bookmark: _Toc1413188147][bookmark: _Toc237530805]Introduction
This manual is for Case Managers who hold an independent case manager Contract with The Oregon Public Defense Commission (OPDC) to provide case management Services as part of the Parent Child Representation Program (PCRP). It contains guidance and best practices for entering Workload data into monthly invoices that are submitted to OPDC. These invoices assist OPDC in better understanding the Workloads of Case Managers providing case management Services. 
The purpose of this manual is to increase the accuracy and consistency of data provided to OPDC, ensure compliance with contracts, and provide reports to stakeholders.
[bookmark: _Definitions][bookmark: _Toc479257235][bookmark: _Toc237530806]Definitions
Administrative Service Hours (or “Administrative Service”): all non-direct Client service hours that can reasonably be attributed to work necessary to fulfill Contract expectations. Examples of Administrative Service Hours include but are not limited to billing and invoicing time, continuing education requirements, PCRP evaluations and program development, general child welfare literature review, and Case reviews/conference calls with OPDC.
Assigned Attorney (or “Attorney”): an Attorney assigned to a Juvenile Case which qualifies for PCRP Case Management Services.
Juvenile Case (or “Case”):  any Case assigned to an Attorney that is filed in a PCRP jurisdiction.
Case Closure: when the reporting requirement of a Case concludes, and Case Manager is no longer obligated to report.  See Case Closure below.
PCRP Case Manager (or “Case Manager”): an individual providing Services for Clients at the direction of OPDC or a Case Manager Administrator. This individual is also the designee or authorized representative of the Contract.  
Case Manager Administrator: the individual that oversees and provides Case assignments and technical support to Case Managers.
Case Management Services (or “Services”):  means the Services performed under the Contract as defined in the Oregon Public Defense Commission Parent Child Representation Program Case Manager Practice Principles (“Case Manager Practice Principles”) under the Case Management Practice Standards link on the OPDC website, incorporated into the Contract by this reference. OPDC may modify the Case Manager Practice Principles if OPDC reasonably believes the modifications are necessary to improve Case Management Services provided under the Contract.
Client: a person who a state court has determined to be eligible for court-appointed counsel at state expense.
Independent Case Manager Contract (or “Contract): a Contract with the State of Oregon, acting by and through OPDC, that provides Case Management Services for Juvenile Cases in a PCRP jurisdiction. Case Managers under a Contract are independent contractors and not an employee of the Attorney. 
Direct Client Service Hours (or “Direct Service”): Case Management Services conducted for the purpose of a specific Client including travel time to and from in-person, or attempted in-person, contacts.
Extraordinary Case Circumstances (or “ECC”): pertains to circumstances of a Case that are extraordinary and require(d) work well beyond the range of work typically required for the type of Case.
Invoice (or “Report): a report submitted in the form of an invoice that contains information about the Cases assigned to a Case Manager in a given month.
Non-Case Assigned Direct Service: consultation with Attorney to determine if a Case Manager would be helpful on a Case; Reviewing new information with Attorney on a matter that was previously closed by Case Manager; and/or advise Attorney on available resources for a client that doesn’t otherwise need a Case Manager.
Open Date: The date when the Case Manager is assigned to a Case.
OPDC: the acronym for Oregon Public Defense Commission, which is the office established to carry out the administrative policies and procedures for the public defense system.
Personal Development Hours (or “Personal Development”): personal development hours are defined as hours that promote trauma stewardship.
Workload: the number of open Cases assigned to a Case Manager at a given point in time.
XLSX: a xlsx Excel workbook file is a spreadsheet file, generally created in Excel, which allows data to be saved in a structured format.  Files uploaded during the invoice submission process or provided through email attachments shall be provided to OPDC in this file format. 
[bookmark: _Toc239365417][bookmark: _Toc237530807]Statutory Authority
ORS 151.216; 151.219; 151.223.
[bookmark: _Contractual_Obligation][bookmark: _Toc16458144][bookmark: _Toc237530808]Contractual Obligation
The current Contract requires monthly Invoices be submitted to OPDC. The Report for the prior month is due on the first business day of the current month.   
Cases shall be reported from the time the Case Manager is assigned by OPDC or a Case Manager Administrator and continue to be reported until the reporting requirement concludes as detailed in the Case Closure section below. 
This manual provides operational guidance for Case reporting, but reporting requirements, deadlines, and Case definitions are ultimately governed by the current contract and applicable OPDC policies. If there is any conflict between this manual and a contract, the contract takes precedence.
[bookmark: _Case_Closure][bookmark: _Toc2091941010][bookmark: _Toc237530809]The Reporting Process
This section provides instruction on the reporting process to aid in successful submission of monthly Invoices.
[bookmark: _Obtaining_the_Reporting][bookmark: _Toc1753226227][bookmark: _Toc237530810]Obtaining the Invoice Template
The submission must be in .xlsx format, with specific columns and exact header names. OPDC has created a template to assist in accurately generating compliant .xlsx files, which is available on the OPDC website: Independent Case Manager Template 
Example Independent Case Manager Invoice Template 
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[bookmark: _Toc1207197777][bookmark: _Toc237530811]Saving an Invoice Template
To save the template, follow the following four (4) steps:
1. Select File > Save As.
2. Navigate to the location where the XLSX is to be saved.
3. Use the following naming convention:  “[Entity Name] [Month] [Year] Case Manager Invoice” e.g., Jane Doe June 2026 Case Manager Invoice.  
4. Select Save.

Please note the use of special characters in the file name will result in an error.
[bookmark: _Toc1363094909][bookmark: _Toc237530812]Filling out an Invoice
List each Case subject to the reporting obligation, on a separate row of the Excel template. The reporting obligation for a Case generally begins when Case Manager is assigned to the Case.
The fields, their properties, and guidance for accurate selection and entry of data are detailed further in the Case Manager Invoice Fields section below.
1. Fill out or review Information tab for accuracy.  This tab is colored purple and will be the first tab in the spreadsheet.
2. Fill out the Month Year tab you will be invoicing for.
3. Select Invoice tab.  This tab will be to the far right of the Month Year tabs.  Select the Payment Month drop down for the appropriate Month and Year.  If this step is not completed a red warning will remain and calculations will not work correctly for your Invoice.
4. Once you have completed entering your full months’ worth of information, select the Monthly Review tab and check for errors.  Checking for errors consists of cells colored red.
5. For further details on errors, select the Overview tab. Anything in red on the overview tab will indicate where the errors are in the Month Year tab.  Go back to the Month Year tab and correct the error(s).  Double check the Invoice tab reflects the correct Payment Month.
6. Once you have corrected all errors and fully reviewed the Monthly Review tab, select the Invoice tab.  Review Invoice tab to make sure all information looks correct.  Make sure the Electronic Signature and Date are correct.  These values should auto populate from the Month Year tab.  If these are missing, double check that you have filled out the Electronic Signature and Date on the Month Year tab.
7. Send your invoice to Contract Administrator for final review.
8. Once review is complete use the Submitting an Invoice instructions below.
Example of a completed Invoice:
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[bookmark: _Submitting_an_Invoice][bookmark: _Toc373038953][bookmark: _Toc237530813]Submitting an Invoice
1. Open the Nintex Invoice submission form
2. Provide Section 1 vendor information by completing the following steps (words in bold are titles of sections or prompts):
1. Select Service Provider
2. Enter your full 13-digit Vendor Number
3. Enter your Last Name
4. Enter your Email Address
5. Select Routine – Contract PCRP in Invoice Type field
6. Select the County you performed the majority of Services within
7. Select the first day of the month you’re invoicing OPDC for in the Begin Invoice Service Date field
8. Select the last day of the month you’re invoicing OPDC for in the End Invoice Service Date field
3. Skip Sections 2 through 4
4. Provide Section 5 Other Services Summary information, under Case Management Services field, by completing the following steps:
1. Enter the total number of hours worked (including all direct service, Non-Case Assigned Direct Services and Administrative Service hours) in the Hours field
2. Select the Rate from drop down
Verify that the value listed in the Amount Invoiced field matches the non-mileage total on your Invoice
5. Skip Section 6
6. Provide Section 7 Travel Expenses Summary information by completing the following steps:
1. Enter total Mileage in the Miles field
2. Verify that the value listed matches the Total Miles on your Invoice
3. Select Rate from drop down
7. Provide Section 8 Grand Total and Attachments information by completing the following steps:
1. Check box to Calculate Grand Total.
2. Verify that the Grand Total value matches the Amount to Pay on your Invoice
3. Provide Attachment Files information by completing the following steps:
1. Ensure you have saved and closed out of your Independent Workload Invoice for the month you are submitting.
2. Drag and drop a copy of your monthly Invoice in the outlined field on the submission form for the month you are submitting, or, click on Select Files to browse to the location of your Independent Monthly Workload Invoice for the month you are submitting. Select the file you want to include with your submission form by clicking on the file and selecting Open.
3. Check the box to certify the information above is true.
4. Select Submit.

[bookmark: _Case_Closure_1][bookmark: _Case_Closure_on][bookmark: _Toc1454281655][bookmark: _Toc237530814]Case Closure
Cases must be closed if any of the following circumstances are met:
· If requested by the Attorney;
· If a Client requests Case Manager to close their Case, Case Manager will discuss with the Attorney to determine if it should be closed. If the Attorney agrees, the Case should be closed.
· Case manager determines that their Services are no longer necessary, and the Attorney concurs.
· If no contact has been made between Case Manager and Client during the last full calendar month. Diligent contact attempts should be made by Case Manager before a Case is closed for lack of Client contact.
· For juvenile dependency, permanent guardianship, and termination-of-parental rights Cases, Case Manager shall close the Case and discontinue reporting it thirty (30) days after the court enters any of the following types of orders or judgments: 
1. An order or judgment dismissing the petition; 
2. An order or judgment dismissing the Case and/or terminating the wardship over the child; 
3. An order or judgment establishing a guardianship over the child, unless the Attorney is actively working on the Case;
4. An order or judgment disestablishing the parentage of the Case Manager’s Client;
5. An order or judgment terminating the parental rights of the Case Manager's Client; 
6. An order or judgment granting an adoption of the Case Manager's Client; and
7. An order terminating or vacating the Attorney’s appointment.
· For juvenile delinquency Cases, Case Manager shall close the Case and discontinue reporting it thirty (30) days after the court enters any of the following types of orders or judgments:
1. An order or judgment dismissing the petition; 
2. An order or judgment dismissing the Case and terminating the wardship over the youth; 
3. An order terminating or vacating the Attorney’s appointment; or 
4. A bench warrant for a youth’s failure to appear has been active for 180 days.
[bookmark: _Toc125039271][bookmark: _Toc125039272]
[bookmark: _Law_Clinic_Report][bookmark: _Case_Manager_Report][bookmark: _Toc237530815]Case Manager Invoice Fields
This section provides instructions for each field contained within the reporting template and general guidance for what data should be entered.
[bookmark: _Toc237530816]Column Header and Fields 
Following is the list of column headers, their format, and whether they are required. 

	Tab Name
	Column Header
	Data required for valid submission
	Format

	Information
	Name
	Required
	Text

	Information
	Phone
	Required
	Phone

	Information
	Vendor#
	Required
	Text

	Information
	Mailing Address
	Required
	Text

	Information
	Email
	Required
	Text

	MMYY
	Month
	Required
	Text

	MMYY
	Year
	Required
	YYYY

	MMYY
	Electronic Signature
	Required
	Text

	MMYY
	Date
	Required
	MM/DD/YYYY

	MMYY
	Case Number
	Required
	Text

	MMYY
	County
	Required
	Text

	MMYY
	Client First Name
	Required (except Administrative service or Personal Development)
	Text

	MMYY
	Client Last Name
	Required (except Administrative service or Personal Development)
	Text

	MMYY
	Attorney OSB
	Required (except Administrative service or Personal Development)
	Text

	MMYY
	Case Type
	Required (except Administrative service or Personal Development)
	Text

	MMYY
	Hours
	Required
	Text

	MMYY
	Hours Category
	Required
	Text

	MMYY
	Activity
	Required
	Text

	MMYY
	Open Date
	Required
	MM/DD/YYYY

	MMYY
	Closed Date
	Optional based on status of case
	MM/DD/YYYY

	MMYY
	(Mileage) From
	Optional
	Text

	MMYY
	(Mileage) To
	Optional
	Text

	MMYY
	(Mileage) Total Miles
	Required if (Mileage) From and To have values
	Text


On the Information tab of the invoice template:
· Name: Enter the full name of the Case Manager associated with the Invoice.
· Phone: Enter the phone number of the Case Manager associated with the Invoice.
· Vendor#: Enter the OPDC assigned vendor# of the Case Manager associated with the Invoice.
· Mailing Address: Enter the mailing address of the Case Manager associated with the Invoice.
· Email: Enter the email address of the Case Manager associated with the Invoice.
On the Monthly tab (i.g. SEP26) of the invoice template:
· Month and Year: These fields should be pre-entered in the template. If missing, enter the month or year manually. 
· Electronic Signature: Enter name of Case Manager to certify the data entered is true and accurate, and the date the invoice was electronically signed.
· Case Number: Enter the Case number assigned by the Oregon Judicial Department (OJD). If a Case Manager is assigned to a pre-petition Case, enter “PrePetition” as the Case number. Do not add spaces or special characters. For non-case assigned activities, enter “Other” as the Case number. Do not leave the Case number blank.
· County: Select the county in which the Case is being litigated from the drop-down list.
· Client First Name: Enter the first name of the Client for whom Services were performed.
Client Last Name: Enter the last name of the Client for whom Services were performed.
· Attorney OSB: Enter the Oregon State Bar (OSB) license number of the Attorney.
· Case Type: Select the type of Case from the drop-down menu.
· DEL (Delinquency); or
· DEP (Dependency); or
· TPR (Termination of Parental Rights)
· Hours: Select the amount of time spent on the activity from the drop-down menu. Hours must be reported in increments of .1 (six minutes). 
· Hours Category: Select the appropriate hours category from the drop-down menu. The category selected here will determine which activities are available in the Activity field. Full definitions of each category can be found in the Definitions above.
· Administrative Services 
· Direct Service
· Non-Case Assigned Direct Service
· Personal Development
· Activity: Select the activity that best describes the Services or work performed during the reported time. Available activities are based on the Hours Category selected. Refer to Appendix A for full descriptions and examples of each activity.
· Open Date:  Enter the date (MM/DD/YYYY format) on which the Case Manager was assigned to provides Services for the Case.
· Closed Date: Enter the date (MM/DD/YYYY format) on which the Case Manager closed the Case pursuant to Case Closure section.
· Mileage: The mileage fields are used to report mileage associated with valid transit time as defined by agency policies. For additional information about travel eligible for mileage, see Transit Time under the Guidance section below.
· From:  Enter the starting location Ex. Salem.
· To: Enter the destination location Ex. Portland.
· Total Miles:  Enter the sum of the round-trip mileage for that activity.
 
[bookmark: _Toc236057687][bookmark: _Toc237530817]Appendix A: Hour Category and Activity Guide
This appendix provides additional guidance for reporting activities by offering broad descriptions and non‑exhaustive examples for each category. 

[bookmark: _Toc236057688][bookmark: _Toc237530818]Hours Category: Administrative Service
	Activity
	Description
	Examples 

	Invoicing Time
	Time spent filling completing monthly billing and reporting.
	· Inputting monthly data on Invoice template


	Continuing Education
	Participation in training activities that maintain or enhance knowledge and skills relevant to PCRP case management responsibilities and certification standards. Refer to Case Manager practice_principles_2018-2019.pdf for additional details.
	· Attending a child welfare–related training or webinar
· Completing online continuing education modules
· Participating in workshops required for annual continuing education credits

	Program Development
	Time spent contributing to program improvement and alignment with best practices. 
	· Reviewing current child welfare literature/research
· Participating in Case reviews or meetings with OPDC 
· Attending Juvenile Court Improvement (JCIP) meetings to provide the Client’s voice and perspective.



[bookmark: _Toc236057689][bookmark: _Toc237530819]Hours Category: Non-Case Assigned Direct Service
	Activity
	Description
	Examples 

	Client Resource Coordination
	Time spent consulting on behalf of a client who is not formally assigned specifically to determine whether Case management involvement is appropriate.
	· Contact from previous client regarding new ODHS investigation
· Discussing a non-client’s circumstances to assess whether Services would benefit the Case
· Reviewing basic client needs to determine if resource coordination is appropriate

	Attorney Staffing/ Communication
	Consultation with Attorneys on matters involving clients who are not currently assigned to a Case Manager.
	· Consulting with an Attorney to determine if Services would benefit the Case
· Advising Attorneys on available resources for cases who don’t require full Services



[bookmark: _Toc236057690][bookmark: _Toc237530820]Hours Category: Direct Service
	Activity
	Description
	Examples 

	Client Contact
	Direct interactions or attempted interactions with a Client, remotely or in-person.
	· Visiting a client at home or school
· Traveling to and from a scheduled client meeting

	Out-of-Court Advocacy Meeting
	Attending meetings outside of court to advocate for the Client and represent their perspective.
	· Attending an ODHS meeting to represent the Client’s position

	Court/Citizen Review Board (CRB)
	Time spent in court for the Client’s Case, or attending a CRB session.
	· Attending a Permanency court hearing
· Participating in a CRB meeting

	Client Resource Coordination
	Work done to identify, secure, or coordinate services and resources to meet the Client’s practical or therapeutic needs.
	· Identifying housing or basic needs assistance programs for Client
· Calling residential treatment programs to find an open bed
· Arranging transportation for the Client to visit a mental health provider

	Attorney Staffing/
Communication
	Collaboration with Attorneys to support Case strategy and provide Service updates.
	· Providing updates to Attorney on Client’s participation in parenting classes
· Assisting Attorney in identifying an appropriate expert witness for Client’s Case

	Discovery Review
	Time spent reading, watching, or analyzing discovery materials to understand Case details and Client history.
	· Reading ODHS Case notes and reports
· Reading police reports and incident narratives



[bookmark: _Toc237530821]Hours Category: Personal Development
	Activity
	Description
	Examples 

	Continuing Education
	Time spent on continuing education.
	· Trainings presented by, but not limited to, the Board of Licensed Social Workers-accepted credentialing bodies, OPDC continuing legal education (CLE), and the Oregon Criminal Defense Lawyers Association continuing legal education (CLE) training courses whose subject matter is related to practice in juvenile dependency or delinquency cases

	Trauma Stewardship
	Time spent for trauma stewardship.
	· Activities intended to promote professional resilience, reduce the impact of secondary traumatic stress, and support long-term effectiveness in trauma-exposed work



[bookmark: _Toc1149387063][bookmark: _Toc237530822]Extraordinary Case Circumstances
Case Manager may request a particular Case be counted as more than one Case if it requires extraordinary work. Extraordinary Case Circumstances (ECC) requests are evaluated by a panel consisting of an OPDC designee and the Case Manager Administrators. Prior to submitting the request, the Case Manager must discuss the request with the Attorney. 
How OPDC manages approvals or denials of these requests may differ in the future as we work on improving this process. Any questions or feedback on future improvements to this process should be emailed to pcrp.caseload.reports@opdc.state.or.us. 
[bookmark: _Toc724313984][bookmark: _Toc237530823]Requesting ECC
ECC requests should be emailed to pcrp.caseload.reports@opdc.state.or.us with a subject line in the following naming convention format: “ECC Case Manager Request [Case number]” e.g., ECC Case Manager Request 26JU12345. The body of the email should include the following:
1) Client name;
2) Attorney name;
3) Case county;
4) Date Case Manager was assigned to the Case;
5) A brief description of the Case and what makes the Case extraordinary. Please keep in mind these requests are subject to public record request and should not contain any sensitive information. The description should only contain facts of the Case that are relevant in the context of the Case Managers work/Services.  A complicated Case or Client without an explanation of what a Case Manager is doing that is extraordinary is insufficient and will be denied ECC;
6) Services hours provided on Case since last Workload activity invoice was submitted to OPDC;
7) An estimate of the duration the extraordinary work/Services will be necessary for Client. E.g. two months;
8) Attorney’s position on the request for ECC.
[bookmark: _Toc1553636275][bookmark: _Toc237530824]Guidance
[bookmark: _Toc1145278925][bookmark: _Toc237530825]Activity Time
Activity time should be reported daily for each Client. Time can be consolidated if Services provided are the same Hours Category and Activity type during the same day. For example, if you provide Direct Services (Hours Category) > Client Contact (Activity type) in the morning for 30 minutes and then again in the afternoon for an hour, you may consolidate to one entry for Client under Direct Services > Client Contact for a total of 1.5 hours for the day.
Activity time for Administrative Service Hours, Non-Case Assigned Direct Services, and Personal Development (Independent only) can be consolidated into one monthly total if Services provided are the same Hours Category and Activity type.
[bookmark: _Transit_Time][bookmark: _Toc1226426671][bookmark: _Toc237530826]Court Time
Time spent in court may be included in your Invoice, this includes pre-court Client meetings, hallway discussions, and waiting in court. When possible, work should be done while waiting. If you perform work while waiting in court, you shall only include time for one Client/activity on your Invoice. For example, if you reviewed discovery for Client B while waiting in court for a hearing with Client A, you shall only invoice for one of those client/activities at a time. In this example, you would invoice for the time you spend reviewing discovery for Client B since that activity takes precedence over the time spent waiting in court for a hearing with Client A. If there was remaining time spent waiting in court for Client A’s hearing, after you completed review of Client B’s discovery, then you would invoice for that time under Client A.
[bookmark: _Toc2003813778][bookmark: _Toc237530827]Non-Case Assigned Direct Service
Time spent consulting to determine whether case management involvement is appropriate. This may include, but is not limited to, contact with previous Client regarding new ODHS investigation, discussing a non-Client’s circumstances to assess whether Services would benefit the Case, and reviewing basic needs of a potential Client to determine if resource coordination is appropriate.
[bookmark: _Toc940726988][bookmark: _Toc237530828]Open and Closed Dates
Each assigned Case shall be reported on a separate row of the invoice. Each Case shall include the date of the Case Manager was assigned to the Case in the Open Date field. 
The Case shall be reported each month until the reporting requirement concludes as detailed in the Case Closure section. 
Once the reporting requirement concludes, the date of the Case Manager’s end of service to Client shall be reported in the Closed Date field. Once a Case is reported as closed, it shall no longer be included in the invoice since the Services have ended.
[bookmark: _Toc237530829]Pre-Petition Cases
Pre-petition Cases occur when the Attorney has received written approval from OPDC to begin representation for a limited duration prior to a formal petition being filed with the court. 
If a Case Manager is assigned to a pre-petition Case, enter “PrePetition” as the Case Number. Do not add any spaces or special characters.
Close the Case when: 
· The OPDC approval period expires; or
· Formal charges are filed and the Case receives a court Case number; or
· The investigation ends without charges (e.g., ODHS or prosecution confirms no further action); or
· You would close the Case under normal circumstances outlined in the Case Closure on Workload Activity Invoice section.
[bookmark: _Toc237530830]Sibling Groups
Sibling groups are counted as one Case unless Extraordinary Case Circumstances exist such as separate placements or complex needs. See above section for guidance on Extraordinary Case Circumstances.
[bookmark: _Transit_Time_1][bookmark: _Toc237530831]Transit Time
Time in transit to and from an in-person meeting or hearing from Case Managers work location for the purpose of providing Direct Services is compensable and may be included in your invoice. This includes transit to meetings that didn’t happen or time spent waiting while in transit. Examples of work location include, but are not limited to, a Client’s home or school, an ODHS meeting, a Citizen Review Board (CRB) meeting, and court hearing. 
Time spent transporting a client is not compensable and shall not be included in your invoice. 
Additional information pertaining to OPDC policy on Travel-Related Compensable Time and Mileage may be found at Pre-Authorized Expenses and Routine Expenses.
[bookmark: _Toc594518863][bookmark: _Toc237530832]Resources
All document resources can be found on OPDC website at Oregon Public Defense Commission : Caseload Reporting : Public Defense Providers Information : State of Oregon, Reporting for Case Managers Contracts, Resources and Proposed Materials

	Document 
	Description

	Independent Case Manager Reporting Manual
	Guidance for submission of independent case manager Invoices 

	Independent Case Manager Template
	Excel template submitted monthly using Nintex Invoice Submission Form on OPDC’s website

	Proposed template changes

	Initial workload template change proposal

	Case Manager Reporting FAQ’s
	FAQ’s compiled from frequently asked questions from email and/or during office hours
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