
CASE MANAGERS  v 2.4 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Contact CPASS at: 
CPASS Hawaii 
Center on Disability Studies 
University of Hawaii at Manoa 
1776 University Ave., UA4-6 
Honolulu , HI 96822 
Phone: (808) 956-5827  Fax: (808) 956-7878 
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Welcome to the CPASS Demonstration Project!   
 
CPASS is a Medicaid grant written and directed by the Department of Health, 
Developmental Disabilities Division, and administered in cooperation with the 
Center on Disabilities Studies at the University of Hawaii.  The information 
contained in this booklet will assist you in understanding the responsibilities and 
role of case managers in supporting self-advocates participating in this 
demonstration project. Case management offers an understanding of this 
population that is a valuable component and contribution to this demonstration 
grant.  It provides an additional and unique opportunity to understand what is 
required to support individuals with developmental disabilities. This grant will be 
evaluating and assessing the many different variables and components that can 
affect the design and development of consumer directed services and support. 
 
The CPASS grant project sites will identify a specified number of participants who 
are willing to actively take part in the project with the stipulation that all participants 
must be eligible for services from the Developmental Disabilities Division.  
Participants must also agree to attend all training sessions (provided by the CPASS 
grant).  A support initiative being explored is the concept of a “community support 
guide” that will assist individuals participating in this grant to achieve their stated 
goals.  It is our endeavor to make this a positive experience and at the very least an 
understanding of what it takes to support self-advocates and stakeholders in 
managing resources. 
 
This project offers an opportunity to gain more insight and knowledge in planning 
and consumer direction for persons with developmental disabilities.  We are very 
optimistic and hopeful this project will have a positive impact in the lives of self-
advocates and will benefit all self-advocates in our state.  We are requesting your 
assistance in making this a success for self-advocates and stakeholders.   

  
 

If you experience any problems, or have any concerns about your participation in 
this demonstration project please contact CPASS right away.   
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The CPASS Demonstration Project involves lots of people to help make things run 
smoothly all centered around the self-advocate.  
 

1. SELF-ADVOCATE, CONSUMER, INDIVIDUAL 
 
2. THE SELF-ADVOCATE REPRESENTATIVE 

This is a person selected by the self-advocate to help make decisions. This could be 
a parent, a relative, a friend, or someone very close who knows them well.  It is not 
the Case Manager. 

3. THE CIRCLE OF SUPPORT 
These are all the people who regularly help the self-advocate.   

4. THE CASE MANAGER 
See next page. 

5. THE COMMUNITY SUPPORT GUIDE 
This new, developing role is a major part of the CPASS research project, and we 
hope to learn more about what makes useful and effective Guides.   This person will 
be selected and hired by the self-advocate to help them explore and network in 
relation to one or more of their personal goals.  The Guide cannot be the self-
advocate’s representative. 

6. THE CPASS COUNCIL 
This group is responsible to oversee and direct the demonstration project.  They 
meet on a monthly basis and are there to support success of the overall project.  

7. THE CPASS STAFF 
The CPASS staff members work at the University of Hawaii.  Their job is to help the 
CPASS grant run smoothly.  You can contact them at any time with questions, and 
they will be supporting you and self-advocates and Community Support Guides with 
information and training.  CPAS contact information is listed on the front cover. 

8. CENTER ON DISABILITIES STUDIES AT UNIVERSITY OF HAWAII 
The University of Hawaii is administering the CPASS grant.  They will act as the fiscal 
intermediary for this project, and will help direct money and assist in hiring 
Community Support Guides.  If you have questions relating to the fiscal 
intermediary, please contact CPASS staff. 

9. DEPARTMENT OF HEALTH/ DEVELOPMENTAL DISABILITIES DIVISION 
DOH/DDD is committed to the success of this project. In fact, they wrote the grant 
that is making all of this possible.  DOH/DDD will use the results of this 
demonstration to help make the service system better for everyone, including 
possible Waiver revisions. 
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The CPASS project is working hard to minimize the work added to Case Manager’s 
already full plate.  In fact, if things go well, just the opposite should happen.  The 
CPASS project will shift more responsibility for planning onto the self-advocate and 
their representative, and add the services of a Community Support Guide (CSG) to 
help the self-advocate work on specific goals and tasks.  It is anticipated that these 
will be goals and tasks that the individual has not had success with using the 
current menu of services and supports.  The CPASS project will offer a different way 
to try to achieve these important and very personal goals.  

 
CASE MANAGER RESPONSIBILITIES: 

 
1. Facilitate and coordinate ISP meetings:  
CPASS is working to show that the new supports being provided can work within 
the existing ISP process.  Your support will be needed to ensure an ISP meeting is 
held for each of your clients in the demonstration project soon after beginning the 
project.  The participants will receive a budget from the CPASS project to allow 
them to purchase additional supports, in particular for hiring the CSG.  The 
participants (your client), will come to the ISP meeting knowing their CPASS budget. 
 
Participants will receive intensive training to prepare them for their ISP meeting.  
They will come to the ISP meetings with some work already done and a plan already 
prepared.  CPASS participants will be supported to take more responsibility not only 
for communicating their goals, but also for planning and taking action. 
 
2. Monitoring and Documentation: 
The self-advocate in the demonstration project will be receiving intensive training to 
help them think about their goals, develop plans and get the most out of their CSG 
service.  This work will generate a lot of documentation to track and record what 
they are working on and how things are going.  Copies of this documentation will be 
forwarded to case managers to keep them up-to-date.  Case manager’s unique 
perspective in the life of your client is valuable during the demonstration.  Case 
manager’s support in identifying problems and opportunities will help the 
participants to be safe and successful. 

 
3. Demonstration Surveys and Interviews 
Case managers will be asked to complete a few surveys throughout the 
demonstration project.  Some case managers may also be selected for follow-up 
interviews.  Interviews will be scheduled at your convenience.  Case manager input 
at this time will help us identify barriers and successes that will benefit and improve 
outcomes for everyone in the DDD system.  We will try to make these as easy and 
brief as possible as we know how busy you are.  Please contact CPASS if you have 
any comments, concerns, suggestions, or to let us know what is working well.  Feel 
free to call us anytime. 
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Community Support Guides (CSG) are a new support role that has emerged with the 
development of consumer directed service systems.  They are different from a Case 
Manager or a Personal Assistant (PA).  We have lots of ideas about how they can 
help self-advocates, and we also have a lot of questions.  In the CPASS 
demonstration participants will be able to contract someone to be their CSG.  The 
CSG will be helping them work on a goal, and each person’s CSG will probably be 
doing some different things.  The CPASS project will help us learn more about this 
evolving role.  Below is a list of some of the things the CPASS self-advocates and 
Councils think the CSG should do: 

 Help the individual to achieve their goals 
 Increase the individual’s personal network – build relationships, meet 

people who may be able to help 
 Find resources that are already in the community that can help to meet the 

individuals goal 
 Be creative and develop resources when it is needed and find funding 

source if necessary  
 
The CSG is a paid service provider.  As in the Consumer Directed Personal 
Assistance(CDPA) MR/DD Waiver program, individuals cannot be their own CSG, 
and the CSG must be at least 18 years old.  The CSG will also be required to be 
legally able to work as a contractor in Hawaii. The CSG cannot be the self-
advocate’s representative, because the self-advocate and their representative will 
be deciding how to use this service provider to help them network and work on one 
or two of their personal dreams and goals.  The intention is to help them work on 
their goals in non-traditional ways, and accomplish things that they have not been 
successful with in past attempts, or did not know how to begin.  If the representative 
was capable of supporting this goal, it is likely it would have already been 
accomplished. 
 
The CSG is a short term service, focused on a specified ISP goal, with a specified  
outcome and end point.  This is developed by the self-advocate and their 
representative during CPASS training exercises and finalized in the ISP with the 
input of the case manager.  CSG is viewed as a type of direct service.  
 
Unlike a Personal Assistant (PA), the CSG will not be providing hands on services 
with the self-advocate.  Their primary role is to help the self-advocate network and 
build relationships.  It is intended that these relationships will become natural 
unpaid supporters to help them to meet their goals.  The CSG will also be exploring 
resources available to help the individual meet their goal.  This requires them to 
look beyond typical agency resources and scour the community for creative 
untapped resources.  It is the decision of the self-advocate and their representative 
what to do with the resources found and developed by the CSG.   
 
The CSG job description will be developed by each self-advocate and 
representative.  A sample is included in this Guidebook.  The CSG will also be 
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required to participate in some training workshops.  As an independent contractor, 
the CSG will be responsible for deciding the best way to accomplish the tasks given 
to them by the self-advocate and the representative.  However, they will be given 
information and guidelines to help them accomplish their goals.  The CSG work 
requires thinking outside the box.  Knowledge of existing waiver or other disability 
service providers may or may not be useful depending on the individual’s goal.  We 
anticipate many self-advocates will be working on goals that agency, or the current 
system efforts have not been successful with.  For this reason we anticipate a need 
for CSG’s to look beyond the currently known resources. 
 
The CSG will be contracted by the University of Hawaii, monitored by the self-
advocate, their representative, the CPASS staff, the CPASS council and Case 
Managers.  The self-advocate also has a direct interest in seeing their portion of the 
service dollars go to good use and seeing that their goal gets accomplished.  This 
extensive level of monitoring helps us to feel assured that there will be work 
performed.  There is also a paid external evaluation being conducted as part of the 
CPASS project.  This will help to determine the effectiveness and the impact of the 
CSG services and process.  The evaluators will also be talking with some Case 
managers as part of their evaluation. 
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Sample Job Description Worksheet  
Community Support Guide  

  
 
Self-Advocate:_____________________Representative:_______________________ 
 
Purpose Of Job:  (What is the main reason for this position?) 

 Help self-advocate to meet a specific goal or accomplish a specific task 
identified in their ISP, determined by the self-advocate and their representative. 
 
First Action/Task:_________________________________________________ 
 
_______________________________________________________________ 
 
_______________________________________________________________ 
 
Second Action/Task:_______________________________________________ 
 
_______________________________________________________________ 
 
_______________________________________________________________ 
 
Third Action/Task:_________________________________________________ 
 
_______________________________________________________________ 
 
_______________________________________________________________ 
 

 Advise self-advocate on their choices and options, but not make decision 
for them. Act as a guide and a teacher. 

 Find opportunities for networking with individuals, community groups, 
businesses, and organizations related to the self-advocates goals. 

 Assistance and coordination to help self-advocate form and establish 
relationships, and link with community opportunities to meet goals. 

 Find funding sources, and other resources as needed to help the self-
advocate sustain networks and opportunities identified. 
 

Reports To:     How often:    Format: 
(Who does this person communicate with and how often?) (Circle One) 

 Self-Advocate   _____Per week Phone/ Face-to face/Email 
_____Per month Phone/ Face-to face/Email 

 Representative  _____Per week Phone/ Face-to face/Email 
_____Per month Phone/ Face-to face/Email 

 Other_______________ _____Per week Phone/ Face-to face/Email 
_____Per month Phone/ Face-to face/Email 
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Required Experience, Education, and Special Skills: 
 Pass a Criminal History and Background Check 
 Have a knowledge of self-advocate’s community   
 Have some knowledge of, or experience working with people with disabilities 
 Have good communication skills  
 Have a college degree 
 ______________________________________________________________ 

 
 ______________________________________________________________ 

 
 ______________________________________________________________ 

   
Required Attitude: 

 Friendly and people oriented  
 Patient 
 Efficient 
 Good listener 
 Creative 
 Can-do attitude 
 _____________________________ 

 
 _____________________________ 

 
Responsibilities:   
(Rank by priority)  

_____ Listening to the self-advocates needs, wants, and preferences 
_____ Developing action plans based on self-advocates goals in their ISP  
_____ Networking with and for the self-advocate to find contacts, supporters, 
and possible friends 
_____ Assisting and coordinating to help establish relationships 
_____ Assisting and planning to make sure support or relationships will 
continue 
_____ Finding resources, services, supports and creative alternatives 
_____ Identify choices and options to help self-advocate meet their goals 
_____  Help self-advocate to shop around and learn about their options 
_____ Counseling and advising self-advocate on options and choices 
_____ Developing resources when they do not already exist or do not work 
for the self-advocate   
_____ Problem solving to remove barriers to meeting goals  
_____ Advocating for the self-advocate to open doors and create 
opportunities   
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Other CPASS Demonstration Project Facts 
 
Below are some other important facts about the CPASS project to help you 
understand more about the CPASS grant. 
 
Case Manager Involvement: 
Case Managers are always there to help self-advocates, and are a key part of any 
service system including consumer directed systems.  For the CPASS 
demonstration project it is very important to keep Case Managers informed about 
what is happening.  They will be helping self-advocates with their ISP goals, and 
have valuable suggestions and information from their experiences.  
 
Individual Budget: 
The CPASS grant will provide self-advocates who are in the demonstration project 
with a budget.  This budget is determined by the CPASS Site Council, and can only 
be used to assist with the goal they have chosen to work on with CPASS.  The main 
use for this budget will be to hire a Community Support Guide to help build a 
network of people that can help with the self-advocate’s goal.  Self-advocates will 
also be able to use some of this budget to buy other things needed to support them 
with their goal.   

This money cannot duplicate what Medicaid already provides.  
 
No Duplication of Services: 
This is a term that means we can’t use CPASS money to pay for something that the 
State or Federal Government is already paying for.  You would not want to pay twice 
for the same groceries, and the government does not want to either.  Because 
CPASS is a grant from the Medicaid Program, we cannot use this grant money to 
pay for things that Medicaid already pays for.  Some things Medicaid already pays 
for includes Personal Assistance (PA) services, Case Managers, Day Programs.  
Things Medicaid does not pay for includes Community Support Guides, CPASS 
Councils, and special trainings.   
 
Fiscal Intermediaries: 
In the CPASS project, participants will not get a check or an envelope full of money.  
The participant will have control over a budget, but the money will be held in a 
Fiscal Intermediary Organization.  A Fiscal Intermediary (FI) is kind of like a bank.  
For the CPASS demonstration project the Fiscal Intermediary will be the University 
of Hawaii.  In order to pay their CSG, the participant will need to submit reports 
completed by the CSG to the FI through the CPASS office.  To make other 
purchases they will need to get an invoice for the item or service they want to 
purchase and submit this to CPASS. 
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Outcomes/ Achieving Results:  
CPASS cannot guarantee self-advocates will achieve their goals.  What CPASS can 
guarantee is a chance to try a process where self-advocates are in control and 
making the decisions with information and supports.  One thing we are sure about 
is that even if things don’t work out exactly as hoped, self-advocates will learn 
things that will help them move forward as long as they are willing to keep trying.  
The results participants achieve can only be as good as their plan, and through the 
CPASS demonstration everyone will learn to be better planners.  It is OK if things 
don’t work out exactly as we plan, in life it rarely does. 
 
Outcome achievement will be determined primarily by the self-advocate and their 
representative.  Their assessment of the process and their satisfaction with the 
results will be collected using various methods from surveys to face-to-face and 
videotaped interviews and the CSG will also be surveyed.  The CPASS Council is 
monitoring this process to participate in planning and recommendation towards a 
system change, and case manager feedback will also be solicited.  Finally there will 
be an independent evaluation that will provide an outsider view of what has 
happened as a result of the demonstration. 
 
How can self-advocates change things?: 
We know that, in life, people change their minds and life sometimes changes things 
for us without asking.  In CPASS things can be changed if needed.   Self-advocates 
will need to contact the CPASS staff, and their Case Manager. There may be a need 
to schedule another ISP meeting.  Self-advocates will also need to work with their 
Community Support Guide and involve them in any changes.  This process may 
take a little while, so it is important to plan ahead as much as possible and avoid too 
many changes.  However, if self-advocates need to change things, we need to 
remember that it is their life, and they have to do what makes sense to them. 
 
Who can Self-advocates call for help?: 
In CPASS no one is alone.  Remember there is a huge system that exists just to help 
self-advocate with their goals.  There are several people that self-advocates can 
contact for help.  The Designated Representative, the Community Support Guide, 
the CPASS Staff, the CPASS Council, Case Manager, and the Circle of Support are 
all available to help in different ways. 
 
What is fraud?: 
Self-advocates will be taught that FRAUD is when you knowingly lie to get money or 
give someone money who has not earned it, and that this is this is a crime! 

• In CPASS this could mean lying about the services someone did or lying 
about who is getting paid 

• They could get in serious trouble and lose some or all of their services 
• They could also have to pay back the money 
• DON’T RISK IT – self-advocates should contact the CPASS staff or their Case 

Manager with any questions. 
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CPASS Demonstration Project 
Participant Outline 

 
I. Welcome to demonstration project 

A. Congratulations & what this will do to your life 
B. Significance and purpose of demonstration 
C. Implications for others 

1) Waiver revision 
2) Systems change 

D. Roles in Demonstration 
1) You 
2) Your representative 
3) Circle 
4) CM 
5) CSG 
6) CPASS staff 
7) UH/CDS 
8) DOH 

II. Getting started 
A. Thinking about your life 
B. Setting a goal – follow your dreams 

1) Something you are not sure how to do alone 
2) Be specific & measurable 

C. Writing goal into ISP 
D. Other things you should know 

III. Make a plan 
A. List steps you will need to go through to accomplish your goal 

1) Be specific & measurable 
B. Identify who will do each step 

1) What will you do 
2) Your supporters 

C. What do you need a CSG to do 
D. Prepare for your ISP 

IV. Have an ISP meeting 
A. Call your CM, your Circle, & CPASS to schedule a meeting 

1) Let everyone know about CPASS & your new goal/plan 
B. Share and refine your plan with everyone in your circle 

V. Make a job description for your CSG /Writing the contract 
A. What will they need to do for you 

1) Specific & measurable 
B. How will you know when they are done 
C. How long should it take 
D. How much should you pay them 
E. How often will they report to you 

1) At least once a week 
F. Negotiation/ making changes 
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VI. Find & Hire your CSG 
A. Advertising 

1) Contact people who know about your goal 
2) Contact people who know about your needs 
3) Contact people who have helped someone else you know 
4) Advertising samples, tips, & suggestions 

B. Interview & Background checking 
C. Negotiating rates and duties 
D. Hiring decision 

1) Be sure/ Don’t rush 
E. Contracting  

1) Go through CPASS/ University of Hawaii 
VII. Getting started with your CSG 

A. Meeting and talking 
1) Be sure they understand what you want and need 

B. Regular reports and contact 
1) Weekly meetings  
2) Review their reports 
3) Fill out your CSG evaluation 
4) Send copies to CPASS 

C. How your CSG gets paid 
VIII. Problems with your CSG 

A. Re-negotiate? 
B. Clarify what you want 

1) Have you changed your mind on your goal? 
C. Fire CSG 

1) Need to start hiring process again 
IX. Documentation 

A. Importance 
1) Show progress 
2) Or not – don’t have to pretend it is going well if it is not 

B. Needs to be done regularly don’t fall behind 
C. CPASS interviews and extra surveys 

1) Your experience 
X. After your CSG does their job 

A. Your responsibilities 
B. What will you do with the resources they found 

1) Natural supports 
2) Being a friend – your part/ their part 

C. Stick to your plans 
1) Make new plans 
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CPASS HAWAII EVALUATION FORM 
Your comments provide us with valuable information that helps us to improve our handbook.  
Please provide your evaluation and send this to the CPASS project. 
 

Case Manager Guidebook 
 
YOUR NAME:________________________________ DATE COMPLETED: ______________ 
 Excellent Poor N/A 
 5 4 3 2 1  
 

     
 

SUBJECT       
Did you learn any new information?       
Was the information relevant to your work?       
Value of information presented       
Quality of information       
Overall content       
Usefulness of information       
Organization of information       
       
       
Would you recommend this guidebook to others 
in the CPASS demonstration? 

 
 

 
YES 

   
 

 
NO 

       
How long did it take you review this information? 
 
What was most useful to you? 
 
 
 
What was not useful to you? 
 
 
 
What could make this guidebook more useful? 
 
 
 
What else do you need to learn about? 
 
 
 
Comments: 
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