Migration and
Refugee Services

Renewing Hope. Seeking Justice.

Reception and Placement Program P R

Training Checklist — Case Manager

This checklist can be used along with an affiliate’s local training materials to train new staff or provide a
refresher training for existing staff. It provides links to resources and topics for discussion between staff and
their supervisor. Please log in to MRSConnect to access links.

Local Core Services Procedures

Connect to USCCB Resources c .
(Review written procedures and/or shadow)

E-mail MRSAdmin@usccb.org
MRSConnect
Resettlement Connection Newsletter
Request log-in from your supervisor
MRIS Database

Review USCCB Main Contacts for Your Site

Field Support Coordinator
Pre-arrival Case Manager
CO Coordinator

Housing Coordinator
Co-Sponsorship Coordinator

Discuss your site’s process for reaching out to
USCCB contacts (consult supervisor first, cc:
supervisor, etc.)

Get to Know Your Site Details

Review your site’s organizational chart

Review your site’s R&P Abstract
Clarify current and upcoming arrival expectations
(capacity and populations)

Review cultural backgrounders on CORE's website.

Learn R&P Program Foundations
Read the R&P Cooperative Agreement

Complete R&P E-learning Course

Identify the program’s purpose and performance
objectives, using these resources

Case Verification

Housing Selection

Housing Set-up (Housing Supplies, Move-in
Lease Coordination, Utility Activation)

Class A Physical and Mental Health Conditions
Interpretation Procedures

Airport Reception

Warm, culturally appropriate ready-to-eat
meal

Initial Food Supply

Initial Pocket Money/Additional Pocket Money
Appropriate, Seasonal Clothing

Housing and Personal Safety Orientation
Initial Home Visit/Report

Client Intake

Service Plan

Application/Tracking of Social Security Card
Application for Cash Assistance

Application for Medical Assistance
Application for Food Stamps

Notification of Change of Address
Assistance with Enrollment in ESL
Assistance with Enrollment in Employment
Services

Assistance with enrolling in/applying for all
other appropriate social services

WIC (children under 5, pregnant women)
SSI (adults 65 and older, adults and children
with disabilities)

Initial Health Screening

School Enrollment for School-aged Children
Selective Service Registration

30-day Home Visit/Report

Client Move within R&P Service Period
Cultural Orientation

Cultural Orientation Assessment
Transportation to Appointments

Provision of Immigration Information



mailto:MRSAdmin@usccb.org
https://www.coresourceexchange.org/refugee-populations/
https://mrsconnect.org/resettlement-services/reception-and-placement-rp/rp-cooperative-agreement/
https://mrsconnect.org/courses/reception-and-placement-program-2/
https://mrsconnect.org/

Finance Procedures

Local Procedures

Direct Assistance per capita
Read Local Flex Funds Policy (if applicable)
Rent and Utility Payment Coordination
How to request direct assistance
Receipts and Supporting Documentation

Forms and Resources
Review Adult Acknowledgement of Receipt of
Direct Assistance (RF-35) and Financial Record
(RF-19) on the Case File Forms page of
MRSConnect.
Webinar Recording: Understanding the R&P
Cash-based Model

Case File Maintenance

Review R&P Case File Forms

Review a case file from your site. Clarify
format and structure.

Review R&P Case File Monitoring Tool and
Addendum on the Case File Forms page on
MRSConnect..

Practice using Case File Monitoring Tool with
a file from your site.

Webinar Recording: Best Practices for Writing
Effective Case Notes

Migration & Refugee Information System
(MRIS)

Complete MRIS Tutorials:
MRIS Introduction Video
MRIS Frequently Asked Questions

Ensure you can look up a case, review client
BIODATA, locate alerts with upcoming report
due dates, and find upcoming arrivals

Reporting

E-learning Course: Improving R&P Period
Report Accuracy

Review a recent R&P report from your site
Check with your supervisor to see if and how
you will be contributing to the Quarterly
Narrative Report

Processing

Recorded Webinar: Intro to Refugee
Processing

E-learning Course: Refugee Processing
Recorded Webinar: Family Reunification:
Overview of the AOR (Affidavit of Relationship)

Programs

Attached Refugee Minors

E-learning Course: Attached Refugee Minors
Review Reporting Requirements
Review Minor Code Table

Case Management Strategies

Read USCCB Case Management Manual
Webinar recording: Guidelines and
Applications for Ethical and Effective Case
Management

Webinar recording: Essential Steps of the
Case Management Process

Monitoring Visits

Review Preparing for PRM Monitoring
overview.

Review recent monitoring reports for your site
if possible.

Community Sponsorship

Read Co-Sponsorship & Support Team
Explainer

Review USCCB Co-Sponsorship Essentials
Check List

Read USCCB Co-Sponsorship MythBusters
Guide



https://mrsconnect.org/wp-content/uploads/2023/02/MRS-Case-Management-Manual.pdf
https://usccb.zoom.us/rec/share/7x4wKIKQNKlPRCIhD0OipB0f_7JwuMKaFR_ZxQ4rJbTLbQGdcCBGEp2yo1CUzUJE.948JXtO1PuLZDR9b?startTime=1675883068000
https://usccb.zoom.us/rec/share/7x4wKIKQNKlPRCIhD0OipB0f_7JwuMKaFR_ZxQ4rJbTLbQGdcCBGEp2yo1CUzUJE.948JXtO1PuLZDR9b?startTime=1675883068000
https://usccb.zoom.us/rec/share/7x4wKIKQNKlPRCIhD0OipB0f_7JwuMKaFR_ZxQ4rJbTLbQGdcCBGEp2yo1CUzUJE.948JXtO1PuLZDR9b?startTime=1675883068000
https://usccb.zoom.us/rec/share/EF--Hmo-qYlMWwee_8xV2sBFrFwpb-v8HTd6vyS3RHMkE5Q39yMC2ZxEQ9lzHrMk.iK1UbDFZdEeRGHD2?startTime=1677092424000
https://usccb.zoom.us/rec/share/EF--Hmo-qYlMWwee_8xV2sBFrFwpb-v8HTd6vyS3RHMkE5Q39yMC2ZxEQ9lzHrMk.iK1UbDFZdEeRGHD2?startTime=1677092424000
https://mrsconnect.org/resettlement-services/reception-and-placement-rp/case-file-forms/
https://mrsconnect.org/resettlement-services/reception-and-placement-rp/case-file-forms/
https://usccb.zoom.us/rec/share/T9guCcOOeh3I7EjtjDE-SZxWDOKoFft4y2xePxKsN3UxcwSM7uKfDv0n7cFcKV_u.L0FyMVyf7aZzLu4H
https://usccb.zoom.us/rec/share/T9guCcOOeh3I7EjtjDE-SZxWDOKoFft4y2xePxKsN3UxcwSM7uKfDv0n7cFcKV_u.L0FyMVyf7aZzLu4H
https://protect-us.mimecast.com/s/gr33CYEZp1tD3PLYFVlwlE?domain=usccb.zoom.us
https://protect-us.mimecast.com/s/gr33CYEZp1tD3PLYFVlwlE?domain=usccb.zoom.us
https://mrsconnect.org/courses/usccb-refugee-processing/
https://usccb.zoom.us/rec/share/yYiRsjdZw36hutyVM65XgPRSCjFURQJgVM4oaBlqQMsX12kV1qGlGs7_mHiqRrLe.vey9uSe1UNKwCrLW
https://usccb.zoom.us/rec/share/yYiRsjdZw36hutyVM65XgPRSCjFURQJgVM4oaBlqQMsX12kV1qGlGs7_mHiqRrLe.vey9uSe1UNKwCrLW
https://usccb.zoom.us/rec/share/yYiRsjdZw36hutyVM65XgPRSCjFURQJgVM4oaBlqQMsX12kV1qGlGs7_mHiqRrLe.vey9uSe1UNKwCrLW
https://mrsconnect.org/courses/attached-refugee-minors/
https://mrsconnect.org/wp-content/uploads/2019/11/Attached_Minor_Reporting_Requirements.pdf
https://mrsconnect.org/wp-content/uploads/2019/11/Minor-Code-Table.pdf
https://mrsconnect.org/resettlement-services/reception-and-placement-rp/case-file-forms/
https://mrsconnect.org/resettlement-services/reception-and-placement-rp/case-file-forms/
https://mrsconnect.org/resettlement-services/reception-and-placement-rp/case-file-forms/
https://usccb.zoom.us/rec/share/m9TSKjHq2pviu9LQ79Uv8t_LetrCfi6X8m_A_lpzd83shAz47snzqStpyFRn-PPG.oULEt3vXTUPuiMyy?startTime=1680199235000
https://usccb.zoom.us/rec/share/m9TSKjHq2pviu9LQ79Uv8t_LetrCfi6X8m_A_lpzd83shAz47snzqStpyFRn-PPG.oULEt3vXTUPuiMyy?startTime=1680199235000
https://usccb.sharepoint.com/:v:/s/mrs/oma/ct/mris/mrisresources/EcJ5PEAODMZOk0qkwrnxgI4B4g76MiYmjzBCx38FgfTRog
https://usccb.sharepoint.com/:v:/s/mrs/oma/ct/mris/mrisresources/EbeK_Ix_jzBLik1EYPgqhhAB6ICQ2qQNI6_u2H2WvgYSAQ
https://mrsconnect.org/wp-content/uploads/2019/12/Preparing-For-PRM-Monitoring-affiliate-copy.pdf
https://mrsconnect.org/courses/improving-rp-period-report-accuracy/
https://mrsconnect.org/courses/improving-rp-period-report-accuracy/
https://mrsconnect.org/wp-content/uploads/2023/08/Co-Sponsorship-Support-Team-Explainer.pdf
https://mrsconnect.org/wp-content/uploads/2023/08/Co-Sponsorship-Support-Team-Explainer.pdf
https://mrsconnect.org/wp-content/uploads/2023/08/USCCB-Co-Sponsorship-Essentials-Check-List.pdf
https://mrsconnect.org/wp-content/uploads/2023/08/USCCB-Co-Sponsorship-Essentials-Check-List.pdf
https://mrsconnect.org/wp-content/uploads/2023/08/USCCB-Co-Sponsorship-Myth-Busters-Guide.pdf
https://mrsconnect.org/wp-content/uploads/2023/08/USCCB-Co-Sponsorship-Myth-Busters-Guide.pdf

