


          CASE FILE RECORDING AUDIT FORM
	Key
	0 

No evidence
	1

Inadequate 
	2 

Standards Partially met
	3

Standards Fully met
	N/A

Not Applicable



	
	Section/Contents 
	Score       
	Comments

	1
	Key information
	
	
	

	
	Basic information sheet/record complete. Including date of birth, age, next of Kin, professionals involved, ethnicity, service user class, fully completed and on file/Framework I.

	
	

	
	Referral/ self assessment record or form on file/Framework I.
	
	

	
	Report of Violence/Potential Hazards/Risk. Is there a risk to self or others and is this recorded?
	
	

	
	Carers details recorded (for Framework I carer has a separate record and is linked to service user through relationship)?
	
	

	
	If Service User has Communication difficulties is this recorded? For example interpreter or Pictorial symbols required.
	
	

	
	If a confidentiality/ third party agreement is required is this on file?
	
	

	2
	Community Care/Assessments
	
	

	
	Evidence contact assessment has been completed within 48 hours?
Is there evidence for the conclusions reached?
	
	

	
	Comprehensive Assessment/needs assessment/Single Assessment process completed within 28 days and signed by worker/manager/service user. 
	
	

	
	Carer’s assessment? Has carer been offered assessment in their own right and has one been completed? If carer has declined an assessment are reasons for this recorded?
	
	

	
	Other assessments for example continuing care assessment? Are they recorded?
	
	

	
	Do the assessments record risk, identify cultural/diversity needs and adequately record the service users needs?
	
	

	
	Do the assessments evidence service user/carer involvement? 
	
	

	
	Does the assessment reflect the views of the service user / carer on the impact of their disability or impairment and the effect it has on their ability to live independently?
	
	

	
	Do the assessments evidence the maximisation of the service users’ independence and opportunities for learning etc? 
	
	

	
	Evidence the Summary of needs is person centred rather than service led?
	
	

	
	Is there a risk assessment on file?
	
	

	
	Has FACS been completed?
	
	

	
	Is there evidence that the service users communication needs have been met, for example use of interpreter if required?
	
	

	
	Latest Care plan on file? Has it been signed and sent to the service user and is this evidenced? 
	
	

	
	Does the care plan adequately identify need and any unmet needs? Have the service users wishes and/or disagreements been recorded?
	
	

	
	Does the care plan adequately identify objectives and outcomes, emphasising strengths and managing any risks?
	
	

	
	Is there an updated Person Centred Plan on file and does it meet the service users needs?
	
	

	
	Is there an updated Health Action Plan on file and does it meet the service users needs?
	
	

	
	Is there an updated Action Plan on file and does it meet the service users needs?
	
	

	
	Is there an updated Support Plan on file and does it meet the service users needs?
	
	

	
	Is there evidence that Direct Payments have been offered and discussed with the service user?
	
	

	
	If Section 2 or 5 has been issued is this clearly recorded facilitated within time scales?
	
	

	
	Is there evidence of after care if required after a Section 2 or 5 has been issued?


	
	

	
	If an adaptation is required, is there evidence of a specification on file? Does that specification meet the requirements of the service user?
	
	

	
	Has a review been set within the required timescale on file/Framework I?
	
	

	
	Review completed within required timescales?
	
	

	
	Does the review reflect any changes in circumstances and is this evidenced in any actions for example changes to the care plan?
	
	

	
	Does the review holistically re-assess the service users/carers needs?
	
	

	
	Does the review record any changes to risk, identify cultural/diversity needs?
	
	

	3.
	Finance
	
	

	
	Evidence of panel decisions? Or emergency authorisation of services?
	
	

	
	Relevant Finance forms/episodes completed and passed onto payments/brokerage etc?
	
	

	4.
	Legal 
	
	

	
	Court Reports? Documentation on file


	
	

	
	Court protection documentation on file?


	
	

	
	Section 48 documentation on file?
	
	

	
	Mental Health Act Assessments? Documentation on file and adequate follow up?


	
	

	
	If Mental Health Act Assessment has been carried out have the correct protocols been followed?
	
	

	5.
	Case Recording
	
	

	
	Are there case notes completed on file and up to date?
	
	

	
	Do the case notes identify reason for contact and evidence of outcomes stating facts and identifying any professional opinion clearly?
	
	

	
	Are the case notes clear and provide information and evidence required ?
	
	

	
	Do the case notes evidence anti-discriminatory empowering practice (i.e. non judgemental)?
	
	

	
	Do the case notes evidence prevention and enablement?
	
	

	
	If any issues/incidents are recorded on the case notes are these followed up in a timely manner?
	
	

	
	Are management decisions evident on file?


	
	

	6.
	Correspondence/Referrals
	
	

	
	Are referrals to other agencies/services/professionals on file?
	
	

	
	Is correspondence recorded and on file?
	
	

	
	Has the correspondence been replied to in a timely manner?
	
	

	
	Are reports from other professionals/agencies on file e.g. Psychiatric report
	
	

	
	If more than one team/agency involved is this evidenced?
	
	

	
	If there are case responsibility issues has this been escalated to a manager with clear decisions on how to proceed with the case shared with all?
	
	

	7.
	Information given out to service user/carer
	
	

	
	Is there evidence that the Financial Assessment leaflet has been given or discussed with the service user?
	
	

	
	Is there evidence the complaints/feedback leaflet has been given or discussed with the service user?
	
	

	
	Is there evidence that the service user has been given information in an appropriate format if required?
	
	

	8.
	Administration
	
	

	
	Is there evidence of allocation completed either to a worker or to duty?
	
	

	
	Are Supervision notes on file?


	
	

	
	Has the Closure/transfer summary been completed?
	
	

	
	Evidence Service user has been informed of closure/transfer?
	
	

	
	Is the case audit form on file?
	
	

	
	Does the client number match all records?
	
	

	
	Is the information in chronological order?
	
	

	
	Is there information of the appropriate registers for the service user?
	
	

	9.
	Safeguarding
	
	

	
	Was there evidence, suspicion or disclosure of abuse and has this been recorded on the SOVA additional doc?
	
	

	
	If so, was the concern discussed with a Manager within Assessment Teams immediately or within 4 hours of the alert?
	
	

	
	If the Service User was deemed to have mental capacity, was consent obtained an information sharing issue discussed? If not, why not?
	
	

	
	If the decision was not to proceed to an enquiry, what was the reason/s given? 
	
	

	
	Was a risk assessment undertaken?
	
	

	
	Was a strategy meeting or discussion held within 5 working days?
	
	

	
	Were all relevant parties invited (e.g. police ,CSCI, regulation managers, health professionals, housing)?
	
	

	
	Were minutes taken?
	
	

	
	Was an initial protection plan devised
	
	

	
	If there was an allegation that a crime had been or was about to be committed were the police informed or consulted?
	
	

	
	Was the SU kept informed of the process ?
	
	

	
	Was a follow up case conference convened ? If not why not?
	
	

	
	If so was this convened within 20 working days of the initial alert? If not why not?
	
	

	
	Was the SU invited to attend? If not why not?
	
	

	
	Was a protection plan confirmed/devised?
	
	

	
	Was the outcome of the investigation communicated to the SU?
	
	

	
	Was there a follow up case conference review?
	
	

	
	Has the SOVA workflow on Framework-i been followed?
	
	

	Any Additional Comments/ outstanding tasks identified for follow up?


	Audited by (print full name): 
	Date: 

	Position: Practice Manager
	Signature:

	Service User Name and Person ID/Client number: 

	Name of Allocated Worker (if case is allocated):



	Are all tasks identified by the case audit completed? Please tick


	Yes 
	No

	If not please give reasons and outline any further action that will be taken

	Please provide reasons here.


	Worker responsible for completion of outstanding tasks
	Name, Signature, Position and Date


	Manager authorising file as completed and up to date with no outstanding tasks


	Name, Signature, Position and Date




Form to be sent to the Performance Team by end of each month. 

Service:                                                                Team:





File Name:                                                            Person ID/Client Reference Number:





FOR AUDITOR/ MANAGER TO COMPETE ONCE OUTSTANDING TASKS FROM FILE AUDIT HAVE BEEN COMPLETED
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