RESIDENTIAL - CASE FILE AUDIT

1 BASIC INFORMATION

	Name of Child/Young Person:
	

	Date of Birth:
	

	Legal Status:
	

	Name of Residential Manager:
	

	Name of Social Worker:
	

	Audit completed by:
	

	Date of audit:
	


2 STRUCTURE AND CONTENT OF CASE FILE

	2.1
	Is Front Sheet completed and up to date?
	

	2.2
	Is the admission date clearly recorded?
	

	2.3
	Is the structure of the case file in accordance with policy?
	

	2.4
	Is there a chronology on file?
	

	2.5
	Is chronology up to date?
	

	2.6
	Are papers filed in accordance with policy?
	

	2.7
	Date of latest case recording?
	

	2.8
	Are Supervision decisions recorded?
	

	2.9
	Has the information pack been given to Service Users?
	

	2.10
	Do records identify ethnicity?
	

	2.11
	Do records identify religion?
	

	2.12
	Do records identify disability?
	

	2.13
	For closed cases is there a full closing summary?
	

	2.14
	Is Care First recording up to date?
	

	Comment on quality aspects and any action not completed under this section:

	


3 DAILY FILE

	DAILY FILE AUDIT
	Comment on quality of recording

	1.1
	BASIC INFORMATION
	

	2.1
	PEN PICTURE
	

	3.1
	LEISURE ACTIVITIES AND POSITIVE INCENTIVES PLAN
	

	4.1
	POCKET MONEY AND PHONE ALLOWANCES
	

	4.2
	CLOTHING
	

	4.3
	TOILETRIES
	

	4.4
	REPAYMENTS
	

	5.1
	FAMILY
	

	5.2
	SOCIAL WORKER
	

	5.3
	EDUCATION
	

	5.4
	MEDICAL APPOINTMENTS
	

	5.5
	YOT
	

	6.1
	BASELINE INFORMATION
	

	7.1
	KEYWORKER SESSIONS
	

	8.1
	POSITIVE HANDLING PLANS
	

	8.2
	RISK ASSESSMENTS
	

	8.3
	RESTORATIVE JUSTICE INTERVENTIONS
	

	8.4
	SANCTIONS
	

	8.5
	RESTRAINTS
	

	9.1
	INCIDENT REPORTS
	

	Comment on overall conclusion of the audit and highlight any action required

	


4 MAIN FILE

	SECTION 1 – GENERAL INFORMATION
	Comment on quality of recording

	1.1
	BASIC INFORMATION SHEET
	

	1.2
	ADMISSIONS FORM
	

	1.3
	CHRONOLOGY
	

	1.4
	ACCESS TO FILE SHEET
	

	1.5
	BIRTH CERTIFICATE AND LEGAL ORDER
	

	1.6
	PEN PICTURE AND PHOTO ID
	

	1.7
	CASE FILE SUMMARY
	

	1.8
	72 HR PLANNING MEETING
	

	1.9
	FILE AUDIT SHEET
	

	SECTION 2 – LAC INFORMATION
	

	2.1
	LAC CARE PLAN
	

	2.2
	LAC ESSENTIAL INFORMATION
	

	2.3
	LAC PLACEMENT AGREEMENT
	

	2.4
	LAC REVIEW DOCUMENTS
	

	2.5
	LAC HEALTH ASSESSMENT PLAN
	

	2.6
	LAC PATHWAY PLAN / TRANSITIONAL ASSESSMENT
	

	SECTION 3 – PLANNING MEETINGS
	

	3.1
	HEALTH PLANNING MEETINGS
	

	3.2
	EDUCATION PLANNING MEETINGS
	

	3.3
	TRANSITION PLANNING MEETINGS
	

	3.4
	FAMILY CONTACT PLANNING MEETINGS
	

	3.5
	CHILD PROTECTION PLANNING MEETINGS
	

	3.6
	Y.O.T PLANNING MEETINGS
	

	3.7
	OTHER PLANNING MEETINGS
	

	SECTION 4 - HEALTH
	

	4.1
	NHS MEDICAL CARD
	

	4.2
	MEDICAL CONSENT
	

	4.3
	MEDICATION ADMINISTRATION RECORDS
	

	4.4
	IMMUNISATION HISTORY
	

	4.5
	RECORD OF ACCIDENTS AND INJURIES
	

	4.6
	ANY MEDICAL REPORTS I.E. PSYCHIATRIST / PSYCHOLOGIST 
	

	SECTION 5 - EDUCATION
	Comment on quality of recording

	5.1
	EDUCATION PROVISION AND CONTACT DETAILS
	

	5.2
	STATEMENT OF SPECIAL EDUCATIONAL NEEDS
	

	5.3
	PERSONAL EDUCATION PLAN (PEP)
	

	5.4
	SCHOOL / COLLEGE REPORTS
	

	5.5
	ACHIEVEMENT CERTIFICATES
	

	SECTION 6 - RESIDENTIAL RECORDS
	

	6.1
	COMPLAINTS & COMPLIMENTS AND OUTCOMES
	

	6.2
	BENEFIT INFORMATION / CORRESPONDENCE
	

	6.3
	BANK STATEMENTS
	

	6.4
	ARCHIVED PLACEMENT PLANS
	

	6.5
	INVENTORY OF Y.P. BELONGINGS
	

	6.6
	RECORD OF S.W. STATUTORY VISITS
	

	6.7
	CORRESPONDENCE TO Y.P.
	

	6.8
	COMPLETED UNAUTHORISED / AUTHORISED ABSENCES
	

	SECTION 7 - RESTRICTED ACCESS
	

	7.1
	OUTCOMES FROM SECTION 47 ENQUIRIES
	

	7.2
	CORE GROUP MEETINGS
	

	7.3
	CORE ASSESSMENTS
	

	7.4
	NOTIFICATIONS TO OFSTED
	

	7.5
	CONTACT / SUPERVISION / YOT / BAIL ORDRES
	

	7.6
	RESTRICTED INFORMATION
	

	Comment on overall conclusion of the audit and highlight any action required
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