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HR Caseload/Qualifications Worksheet

Staff Qualifications

If staff do not meet the degree requirements or other qualifications expectations in some standards, this tool can be used to demonstrate that factors such as experience, increased supervision, specialized training, caseload intensity, or other factors may compensate for the lack of degree or other qualifications for individual staff members.  

Caseload Size

If caseload sizes do not meet COA’s standards, this tool can be used to demonstrate that factors such as caseload mix/intensity, the use of case aides, another organization or program providing part of the service, or other factors may permit a higher caseload size for specific staff members or for the program.

	1. Organization:

2. Org. ID#


	3. Program / Service:


	4. How is a case defined? (e.g., individual, family, or sibling group)



	5. Are any components of this service provided by another program or organization, e.g., intake or family services?  If yes, which?


	
	Employee 1
	Employee 2
	Employee 3
	Employee 4
	Employee 5
	Employee 6

	6. Employee Name /

Position / Years at Organization
	
	
	
	
	
	

	7. Education: Degrees / Certifications 
	
	
	
	
	
	

	8. All required training completed?
	
	
	
	
	
	

	9. List Specialized Training Received
	
	
	
	
	
	

	10. Years of Relevant Work Experience
	
	
	
	
	
	

	11. Frequency and Type of Supervision (Group /

Individual)
	
	
	
	
	
	

	12. Supervisor name / Credential
	
	
	
	
	
	

	13. Average # Cases/Month
for Past Three Months
	Month / Year
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Avg. Case-load
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	14. Caseload Intensity 
(e.g., all high risk/low risk cases; mixed caseload)
	
	
	
	
	
	

	15. Do any other staff assist, or provide a component of this worker’s caseload?  E.g. a case aide, case manager, or assessment provider?
	
	
	
	
	
	

	16. Any other relevant information?
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