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1. Background of existing BOKSS Case Library System 

1.1 Logic 

  收到轉介／自行申請／諮詢記錄表     

 →       

         

  中心主任分派個案給個案工作員跟

進 

  

        

        

  文職將申請人個人基本資料輸入電

腦系統，並於 7個工作天內回覆轉

介者 

  

           

  個案工作員開始聯絡及約見作初步

評估，申請狀態為待接見

（Pending） 

      

           
           

 未能接見 

8星期內如未能聯絡申請人，

個案工作員將會暫停約見，申

請人未能成為會員，而申請狀

態則轉為申請結束（Pending 

Close） 

 成功接見 

成為本區服務使用者

（Admitted） 

個案工作員需於面見後下一

個月內完成 Intake Form 

    

       

       

   ↓      

          

   非個案服務 

會員可以參加服務單位舉辦

的活動。 

 個案服務 “Open Case” 

需於個案開啟兩個月內完成

Case Assessment Form。 

每次面談後，個案工作員須於

下一個月前完成 Case 

Recording 

滿一年的個案服務須作定期檢

討，並於評估後一個月內完成

Case Review 

  

     ←  

          

 個案資料將交文職存檔，有關

資料至少保存 1年才可銷毁 

     ←   

    轉介服務 

視乎個案情況是否需要轉介

服務，如有需要轉介服務單

位職業治療服務，須填寫

Internal Referral Memo。 

   

        

       結束個案 “Close Case” 

個案工作員須於完成服務一個

月內完成 Case Termination 

Form。 

  

     ↓  ↓ ←   

     會員續會”Renew / Expired” 

服務單位於每年最後一季為

續會期，如到期後三個月不

續會，則需重新申請。 

   

   

      ↓   

     重開個案   

      如有需要重開個案，個案工作

員需填寫 Memo for Updating 

Member’s Info，並交給文職作

資料輸入。 

  

   退出服務 “Exit Service” 

會員可於任何時間透過口頭

或書面知會服務單位取消會

員會藉，如需再次成為會

員，必需重新申請 

   

    →  

  ←    
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1.2 Workflows  

i. After receiving applications directly from potential clients or referrals 

from other organizations, our administrative staff (by district) will create 

a “Referral / Intake” e-form and enter client’s information. The 

membership status is “Pending”.  

ii. BOKSS In-charge (managerial staff, IC) will review the pending case and 

assign it to a Social Worker (Worker). The Worker will then contact the 

client and input further details (e.g. needs and problems) in the client’s 

“Referral / Intake” form. Besides, the Worker will create a “Case Recording” 

e-form to record the content of interview. 

iii. If the client is suitable for Integrated Community Centre for Mental 

Wellness (ICCMW) service after intake interview, his/her membership 

status will be changed to “Admitted” and a membership number will be 

assigned. If the client rejects the service or is untraceable, the client’s 

status will be changed to “Pending Close”.  

iv. Once the client became ICCMW member, the Worker will open the case 

and create “Case Assessment” e-form showing the “Case Open Date”. The 

Worker shall keep updating the client’s “Case Recording” e-form 

whenever any case interview has been done.  

v. The Worker will review the case annually (if needed) and create a “Case 

Review” e-form. If the case needs to be closed, the Worker will create a 

“Case Termination” e-form showing “Date of Closed case”. 

 

1.3 Monthly Reporting  

 Based on all case information obtained in the last month, our 

administrative staff will prepare a monthly statistical report (please refer 

to appendix section) and submit it to the Social Welfare Department. 

 The Worker will print out all cases in the last month and file these hard 

copies. 

 

Remark: For (a), The Worker will use a form “Case Recording” to keep track of all 

conversations with the client at following status -  

Membership status: Pending, Admitted (excluded from Expired / Exit service member) 

Case Status: “Open Case“ or after “Case Termination”(which is existing member) 

 

2. New BOKSS Case Library 
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- A detailed user requirements are listed as below: 

 

2.1 Case Recording Module 

 The Module shall build and amend the existing form into the System. 

 The Module shall build and amend the existing logic into the System. 

 The Module shall build a new e-form into the System. 

 The Module shall build new features including but not limited to the 

following: 

 Enhance the search and create record function (e.g. existing client 

name handling for duplicate check).  

 If the Worker received a referral case who is an existing client (i.e. open 

case), the System only need to add the record into the existing case.  

 Import and export data function. 

 Enquiry for client activities by user access right. 

 Add summary page of client status. 

 For annual review of cases (start date from date of open case), the 

Module shall alert the related Worker to contact the client and create 

or update the “Case Review” e-form until the case closed. 

 The Module shall provide alert function to the Worker when the case 

has been opened more than 8 weeks without any updates. 

 The Module shall provide “Re-open Case” handling in the System. 

 When the main Case Worker was not found (e.g. resigned) in the 

System, the appointment module shall allow the client to make a 

request for following up his/her case by another Worker. 

 The Module shall provide auto save function when filling out the e-

forms.  

 If a new client would like to use online professional support service, the 

System shall only display any DO’s roster for the client to make an 

appointment through the System. 

 

2.2 Case Management Module 

 The Module shall leverage the CMS user profile to control the case library 

data access rights. 

 The Module shall enhance the privilege setting (e.g. create & approve, user 

right, district access etc.). 

 When the Worker creates Intake / Case Assessment / Case Review / Case 

Termination form, the Module shall display approval procedure. 
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 The Module shall provide “Re-assign case” function to the IC and the 

Worker. 

 The Module shall update case worker information (e.g. Worker ID, 

handling date) in the case record when there is any change in 

personnel. 

 The Module shall allow other professional staff to access the System (based 

on their privilege) and follow up the case with the Worker. 

 The other professional staff shall access the System and use a new e-

form to capture the client information from the System. 

 The case count will be saved into the statistical report. 

 Enhance the search function 

 

2.3 Reporting 

 The Module shall build the existing report into the system. 

 For the statistical report, the Module shall count all cases into the 

report. 

 At month-end, administrative staff has once confirmed and 

printed out the report, the related statistical data will be frozen; 

amendment and reprinting of reports can be made by authorized 

staff. 

 If there is any change in case number, the Module shall provide a 

re-calculate function for generating a revised statistical report and 

the old data will be overwritten in the System. 

 The Module shall build new reports including but not limited to the following: 

 Audit trail report 

 Client summary / detail report by Worker and IC. 

 New analysis report 

 Instead of submitting hard copies, XML statistical files will be created 

and uploaded to the Social Welfare Department (details will be 

provided later). 

 

 

2.4 Data Conversion 

 The Service Provider shall provide programs to migrate all records in the 

existing case library (about 150,000 records) into Re:Fresh e-Platform (CMS) 

System. 

 Only active data will be migrated to the new System. 
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- END - 

 

Appendix:  

Database: The existing case library is using MS-Access to store the data. 

 

Existing Form Menu (For reference only) 

 

Existing Form : Referral / Intake 

 
Existing Form : Case Assessments  
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Existing Form : Case Asscesments (OT) 
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Existing Form : Case Recording 
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Existing Form : Case Recording (OT) 

 
Existing Form : Case Review 

 
Existing Form : Case Termination 
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Existing Form : Case Transfer 
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Existing Form : Program Participation 

 

Existing sample report  

 


