Social Worker/Case Manager Guide
	Steps Needed
	To Find  a Temporary Worker

	1.
	Call the Referral Registry 800-970-5456. Ask for a Temporary Worker.


	2.
	Key information: client name, address, key preferences, significant personal care tasks, day and times needed.


	3.
	Registry Coordinator contacts temporary worker to verify ‘ready to work’ status.


	4.
	RC gives TW the cm/sw phone number to call to discuss client needs


	5.
	IP calls CM or designee to review service plan and details



	6.
	SW/CM authorizes payment and mails a copy of Service Plan to the provider


	7. 
	Provider begins work



	8. 
	RC begins process of searching for a permanent worker to replace the temporary worker.



