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	Case File Checklist Tool




Definition:  A case file review is a supervision practice used to assess a caseworker’s application of case management competencies and record keeping. During a case file review the supervisor verifies that the case is being managed properly and the documentation is accurate and complete throughout the steps of a case. It is also an opportunity for a supervisor to identify areas of development and support that might be beneficial for the caseworker. 
Purpose of the Tool: The Case File Checklist Tool should be used as a guide for supervisors to review a single child protection case. This tool is part of regular coaching, and feedback should be provided in individual supervision sessions. 
Frequency: A supervisor should review 3-5 files for each caseworker on a monthly basis. 
Guidance: This tool can be used for the review of case files at all stages of the case management process. It is suggested that the supervisor selects some cases (can be open or closed) randomly for review. The supervisor should review the cases independently and then provide feedback to a caseworker in an individual supervision session and follow up on the progress. 
If there are trends within the team regarding common record keeping mistakes or misunderstandings, these can be addressed during group supervision as observed trends.  














	Case Number
	

	Date
	

	Caseworker
	

	Supervisor 
	


Case File Checklist


	General Documentation
	Y/N/NA
	Comments/Recommendations  

	1
	Paper documentation for each child is stored in its own individual file, clearly labeled with the individual I.D. code
	
	

	2
	Each step in the case management process that occurred thus far has a corresponding form
	
	

	3
	All relevant sections of the forms are filled out completely and accurately according to the status of the case
	
	

	Identification and Registration 
	Y/N/NA
	Comments/Recommendations  

	1
	The registration form is completed, including thorough details related to child/family information and where to find the child
	
	

	2
	Informed consent/] assent to collect, store and share information has been obtained from the child and caregiver
	
	

	3
	The child’s protection concern(s) meets the organization/ agency’s vulnerability criteria
	
	

	Assessment 
	Y/N/NA
	Comments/Recommendations  

	1
	The assessment was carried out within 1 week of the identification/registration (or in accordance with timelines agreed upon in country)
	
	

	2
	The caseworker clearly identified and described the child protection concerns
	
	

	3
	The assessment comprehensively described the needs and protective factors for the child and family
	
	

	4
	Case documentation provides adequate information to prioritize as low, medium or high risk
	
	

	Case Planning  
	Y/N/NA
	Comments/ Recommendations  

	1
	The case plan was completed within 2 weeks from the completion of the assessment
	
	

	2
	The actions within the case plan address the identified needs and risks
	
	

	3 
	The case plan was developed with the child and caregiver 
	
	

	4
	The case plan clearly identifies the agreed upon timeframes for actions to be taken, and by whom
	
	

	Implementation of the Case Plan 
	Y/N/NA
	Comments/ Recommendations  

	1
	Children and families were referred to appropriate, available services with child/caregiver’s informed consent/assent and in line with confidentiality principles  
	
	

	2
	Referrals were documented according to the prioritized actions in the case plan
	
	

	3
	Direct services were provided in accordance with the case plan
	
	

	Follow up and Review
	Y/N/NA
	Comments/ Recommendations  

	1
	Follow up was conducted regularly according to case plan 
	
	

	2
	Review of case plan was carried out at least once every three months with child and caregiver
	
	

	3
	Based on the review, the case plan was adjusted accordingly
	
	

	Case Closure
	
	

	1
	The reason for the closure is clearly documented 
	
	

	2
	Documentation indicates that:
· The caseworker/child/caregiver discussed readiness and agreed to close the case 
· Contact information was given in the event the child/family need to contact the caseworker/ agency
	
	

	3
	Approval of the case closure by the supervisor/ manager is documented 
	
	

	4
	A follow up visit was planned with the child/caregiver and conducted within 3 months after the case was closed
	
	

	Actions to be Taken

	Supervisor: 







	Caseworker: 
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