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The Vocational Rehabilitation Technical Assistance Center for Quality Management (VRTAC-QM) conducted a literature review of effective strategies for managing large caseloads. The purpose of this review is to provide rehabilitation professionals with resources and information that will help them manage large caseloads. There is limited information available that is specific to VR, so this review includes strategies that have proven effective in other human service fields such as social work and health care. 
Following is a summary of the effective strategies. The complete reference list follows and includes scholarly articles and general information available online.  We encourage readers to examine the source articles for in-depth information. Several of the source articles and research include helpful information about caseload management generally, the benefits of organizations maintaining manageable caseload sizes for staff, and how to avoid burnout. In addition, several articles indicate that maintaining a manageable caseload size is a critical factor in staff retention and reducing the turnover rate.
Summary of effective strategies for managing large caseloads:
I. From Christina Dillahunt-Aspillaga’s webcast on Effective VR Caseload Management:
A. Utilize time management principles that include:
1. Create a system that works for you and adhere to it;
2. Analyze how much time is required in each task;
3. Budget/allow for the unexpected;
4. Assess the uncontrollable;
5. Delegate and minimize the involvement of routine and repetitive tasks;
6. Consolidate similar tasks like email;
7. Use prime time for work;
8. Avoid procrastination and identify time wasters; and provide a healthy reward for yourself for reaching your goals and completing your tasks;
9. Use a calendar such as Outlook;
10. Be sure and schedule time without interruptions to catch-up; and
11. Allow for five minutes of quiet meditation per day.
B. Reduce the possibility of burnout by:
1. Leaving the client and the case at the office;
2. Trying not to take things personally; 
3. Doing your best in every situation; 
4. Asking for clarification of work roles and realistic goals; seeking advice from supervisors and co-workers;
5. Avoiding drama and gossip; 
6. Being positive and grateful;
7. Learning stress management techniques;
8. Learning meditation techniques;
9. Using vacation time for vacation;
10. Creating a clean and calm office environment;
11. Eating lunch away from the computer screen; and
12. Creating diversions from stressful aspects of the job that cannot be changed.
II. From How to Manage Caseloads in Social Work:
A. Have fixed schedule productivity. If you work from 8-5, do not work beyond that.  This forces you to prioritize work and can help avoid burnout;
B. Schedule your day. Decide in advance what you need to get done today.  Make a list and avoid distractions;
C. Schedule 5-10 minute breaks between tasks. Get up and walk, if possible, to increase blood circulation and health:
D. Decide what you need to do, should do, and can do. Be realistic;
E. Turn on your email only at fixed times during the day to avoid distractions; 
F. Schedule meetings at the beginning or the end of the day if possible to reduce interruptions in work flow;
G. Say no to new projects or work when you are struggling to keep up with your caseload;
H. Use the two-minute rule from David Allen. If something takes less than two minutes to complete, rather than slotting it on your to-do list, just do it;
I. Clear things in batches, like handling emails, calls, case notes, all at once rather than as they arise;
J. Write great ideas down somewhere rather than trying to remember them later;
K. Remove distractions like the Internet when trying to focus;
L. Ban yourself from distracting websites like Facebook or Instagram until after work;
M. Put your phone in a place out of your reach; and
N. Listen to classical music, which helps concentration and focus.
III. From Casey Family Program: Backlog Reduction: Effective Strategies for Managing the crisis:
This research and strategy brief identifies steps that organizations can take to help staff reduce the backlog of high caseloads.  These steps and strategies are as follows:
A. Specific leadership strategies include: 
1. Clear leadership ownership and personal investment in reducing the backlog 
2. Messaging to create unity and clarity of message toward shared goals 
3. “All hands on deck” efforts to generate commitment and energy throughout every level and unit of the organization 
B. Strategies to increase workforce supply include: 
1. New staff positions 
2. Targeted staff redeployments 
3. Paid overtime 
4. Expedited hiring and on-boarding processes 
5. Contracting with private providers 
6. Use of temporary staff 
C. Strategies to develop more efficient infrastructure and streamlined operations include: 
1. Policy changes such as paperwork reduction 
2. Accountability infrastructure to hold staff and leaders accountable to commitments 
3. Improvements to practice such as more consistent supervision 
IV. [bookmark: _GoBack]From Franklin Covey’s First Things First:
A. Effective time management includes the following:
1. Prioritizing;
2. Goal-setting;
3. Structuring the work day and modifying the work environment; and
4. Monitoring your behavior.
B. Develop quadrants to organize tasks and prioritize work.  These include the following:
[image: Image result for time management quadrants]
We hope this summary has been helpful for you.  Please take the time to review some of the full articles in the reference list below.  This list was compiled by VRTAC-QM Research Specialist II Melissa Kronberger.
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