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The Case Record Checklist is a tool used by COA Peer Reviewers to: (a) verify the presence or absence of documents, signatures, and other information contained in client case records; (b) gain an understanding of how the organisation or program approaches and serves its clients; and (c) help the team conceptualize the service, gain insight into the overall quality of the service, and begin to identify issues or questions that would be pursued in the interview process.  The Checklist includes references to specific Administration and Management standards and Service Delivery Administration standards, as well as general references to standards in the Service Sections.  

Organisations may find the checklist to be a useful guide to COA’s expectations for the content of case records.  It can be used by organisations during mock visits which many organisations conduct in advance of an upcoming site visit.  Additionally, it can be useful to organisations that are developing a case record review tool (see CA-PQI 4.02(a) and CA-PQI 4.03).   

	
	Standard(s)
	1
	2
	3
	4
	5
	6
	7

	
CASE RECORD CONTENT:  CA-RPM 7 AND COMMON SERVICE STANDARDS

	Demographic and Contact information
	CA-RPM 7.02(a)

CA-ASE 7.02(c)
	
	
	
	
	
	
	

	Reason for requesting services or reason for referral
	CA-RPM 7.02(b)
	
	
	
	
	
	
	

	Assessments
	CA-RPM 7.02(c)

Svc Sect Assessment Stds
	
	
	
	
	
	
	

	
The assessment is up-to-date
	Svc Sec. Assessment Stds
	
	
	
	
	
	
	

	
The assessment is comprehensive
	Svc Sect Assessment Stds
	
	
	
	
	
	
	

	
Directed at concerns identified during intake
	Svc Sect Assessment Stds
	
	
	
	
	
	
	

	
Assessment limited to information pertinent to meeting service requests and objectives
	Svc Sect Assessment Stds
	
	
	
	
	
	
	

	
Assessment is culturally responsive
	Svc Sect. Assessment Stds
	
	
	
	
	
	
	

	
Completed within established timeframe
	Svc Sect. Assessment Stds
	
	
	
	
	
	
	

	Service Plan
	CA-RPM 7.02(d)

Svc Sect Svc Planning Stds 
	
	
	
	
	
	
	

	
Developed with full participation of the service recipient
	Svc Sect Svc Planning Stds

CA-CR 1.07
	
	
	
	
	
	
	

	
Service plan is based on the assessment
	Svc Sect Svc Planning Stds
	
	
	
	
	
	
	

	
Includes service goals and desired outcomes
	Svc Sect Svc Planning Stds
	
	
	
	
	
	
	

	
Includes timeframes for achieving service goals and outcomes
	Svc Sect Svc Planning Stds
	
	
	
	
	
	
	

	
Identifies services/supports to be provided
	CA-RPM 7.02(f)

Svc Sect Svc Planning Stds
	
	
	
	
	
	
	

	
Identifies who will provide specific services/supports
	Svc Sect Svc Planning Stds
	
	
	
	
	
	
	

	
Includes signature of service recipient
	Svc Sect Svc Planning Stds
	
	
	
	
	
	
	

	
Service recipient received explanation of options and how the org. can help them
	Svc Sect Svc Planning Stds
	
	
	
	
	
	
	

	
Explanation of benefits, alternatives, and risk or consequences
	Svc Sect Svc Planning Stds
	
	
	
	
	
	
	

	
Identifies the person’s family’s unmet service/support needs
	Svc Sect Svc Planning Stds
	
	
	
	
	
	
	

	
Regular review of progress by worker and service recipient 
	Svc Sect Svc Planning Stds
	
	
	
	
	
	
	

	
Service recipient signature on revisions to service goals/plan
	Svc Sect Svc Planning Stds
	
	
	
	
	
	
	

	Signed copies of all relevant consents
	CA-RPM 7.02(e)
	
	
	
	
	
	
	

	Routine documentation of ongoing services
	CA-RPM 7.02(g)

CA-RPM 7.04(b)

CA-RPM 7.05
	
	
	
	
	
	
	

	Case Record Entries
	
	
	
	
	
	
	
	

	
Made by authorized personnel
	CA-RPM 7.04
	
	
	
	
	
	
	

	
Up-to-date
	CA-RPM 7.04(b)

CA-RPM 7.02(g)
	
	
	
	
	
	
	

	
Completed, signed, and dated by worker delivering the service
	CA-RPM 7.04(c)
	
	
	
	
	
	
	

	
Supervisor signature, dated, where appropriate
	CA-RPM 7.04(d)
	
	
	
	
	
	
	

	Progress Notes entered at least quarterly
	CA-RPM 7.05(a)

CA-RPM 7.02(g)
	
	
	
	
	
	
	

	
Entered monthly for protective svcs, out-of home care, day treatment, or frequent or intensive counseling or treatment
	CA-RPM 7.05(b)

See Relevant Svc Stds
	
	
	
	
	
	
	

	Documentation of regular (quarterly) supervisory review


note: frequency may vary by service section
	Svc Sect Svc Planning Stds

CA-RPM 7.02(h)
	
	
	
	
	
	
	

	
Includes review of service plan implementation
	Svc Sect Svc Planning Stds
	
	
	
	
	
	
	

	
Client progress toward achieving service goals/desired outcomes
	Svc Sect Svc Planning Stds
	
	
	
	
	
	
	

	
Continuing appropriateness of service goals
	Svc Sect Svc Planning Stds
	
	
	
	
	
	
	

	Case Closing Summary within 30 days of termination
	CA-RPM 7.02(k)
	
	
	
	
	
	
	

	
Notification of any collaborating service providers
	Svc Sect Case Closing Stds
	
	
	
	
	
	
	

	
Referrals made for persons asked to leave the program
	Svc Sect Case Closing Stds
	
	
	
	
	
	
	

	
Termination of service assessment and summary, if applicable re: contracts with public authorities



● Client consent/permission
	Svc Sect Case Closing Stds

CA-RPM 7.02(e)
	
	
	
	
	
	
	

	Discharge or aftercare plan
	Svc Sect Svc Planning Stds

CA-RPM 7.02(i)
	
	
	
	
	
	
	

	
Development of aftercare plan based on wishes of client (unless mandated)
	Svc Sect Aftercare/Follow-up 

CA-CR 1.07
	
	
	
	
	
	
	

	
Identify needed/desired services and specific steps to obtain them
	CA-RPM 7.02(j)
	
	
	
	
	
	
	

	
Assignment of aftercare and follow-up responsibility
	CA-RPM 7.02(j)
	
	
	
	
	
	
	

	
Documentation of contact with suitable service providers



● Client consent/permission
	Svc Sect Aftercare/Follow-up Stds

CA-RPM 7.02(e)
	
	
	
	
	
	
	

	
Documentation of follow-up, when appropriate



● Client consent/permission
	Svc Sect Aftercare/Follow-up Stds

CA-RPM 7.02(e)
	
	
	
	
	
	
	

	Essential legal and medical information
	
	
	
	
	
	
	
	

	
Psychological, medical, toxicological, diagnostic, other evaluations
	CA-RPM 7.03(a)
	
	
	
	
	
	
	

	
Copies of written order for medications/special tx procedures
	CA-RPM 7.03(b)

CA-RPM 3
	
	
	
	
	
	
	

	
Court reports, documentation of guardianship, etc.
	CA-RPM 7.03(c)
	
	
	
	
	
	
	

	Client statements in case records
	CA-RPM 7.06
	
	
	
	
	
	
	

	Documentation of client review of his/her case records
	CA-RPM 8.02 
	
	
	
	
	
	
	

	
Written approval of management of refusal to permit client review
	CA-RPM 8.03
	
	
	
	
	
	
	

	
CLIENT RIGHTS

	 Received written summary of rights and responsibilities
	CA-CR 1.01

CA-CR 1.04

CA-CR 1.07
	
	
	
	
	
	
	

	Documentation if need for accommodation re: communication
	CA-CR 1.06
	
	
	
	
	
	
	

	Received fee schedule estimated or actual expenses
	CA-CR 1.08
	
	
	
	
	
	
	

	Consent to communicate confidential information
	CA-CR 2.02(b)(c)

CA-CR 2.04
	
	
	
	
	
	
	

	Client informed of circumstances the org. may be required to release confidential information
	CA-CR 2.01
	
	
	
	
	
	
	

	
BEHAVIOUR SUPPORT AND MANAGEMENT

	Client received explanation and offered copy of BSM philosophy and procedures at admission
	CA-BSM 2.01(a)
	
	
	
	
	
	
	

	Client informed of org strategy for maint. a safe environment
	CA-BSM 2.01(b)
	
	
	
	
	
	
	

	Client/Guardian consent
	CA-BSM 2.01 d)

CA-RPM 7.02(e)
	
	
	
	
	
	
	

	Parental notification of BSM use on minors
	CA-BSM 2.01(e)
	
	
	
	
	
	
	

	Assessment of need for BSM
	CA-BSM 2.04

CA-BSM 2.05
	
	
	
	
	
	
	

	BSM plan based on BSM assessment
	CA-BSM 2.06
	
	
	
	
	
	
	

	
Identifies strategies
	CA-BSM 2.06(a)
	
	
	
	
	
	
	

	
Specifies permitted and prohibited interventions 
	CA-BSM 2.06(b)
	
	
	
	
	
	
	

	
Developed with participation of client/guardian
	CA-BSM 2.06(d)
	
	
	
	
	
	
	

	
Signature of client/guardian
	CA-BSM 2.06(d)
	
	
	
	
	
	
	

	Documentation of the use of BSM
	CA-BSM 6.01(a)
	
	
	
	
	
	
	

	
MISCELLANEOUS

	Consent to Participate in Research (may be in research files)
	CA-ETH 6.03

CA-RPM 7.02(e)
	
	
	
	
	
	
	

	Documentation of incident/accident review
	CA-RPM 2.03
	
	
	
	
	
	
	

	Consent to receive medication and documentation of explanation of benefits, risks, and alternatives
	CA-RPM 3.02

CA-RPM 7.02(e)
	
	
	
	
	
	
	

	Documentation of client competence to use specific tools and equipment
	CA-ASE 5.01(a)
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