FFSP FAP RECORDS REVIEW CHECKLIST

	REVIEWER:
	
	DATE:
	

	

	TYPE OF CASE: FAP:
	
	FINS:
	
	I & R:
	
	

	

	CASE NUMBER:
	
	CASE WORKER:
	

	

	RECORD CONTENT

	

	
	YES
	NO
	NA

	GENERAL
	
	
	

	All entries written legibly in black ink or typed and contact entries are made within 2 days or otherwise documented.
	
	
	

	All entries and forms are signed and dated.  Tier III supervisor signature on all clinical entries for Tier I providers.
	
	
	

	All pages of FAP forms and case notes are identified with appropriate case number and name.
	
	
	

	Separate case record jackets (for FAP/FINS cases) established for victim, offender, and nonpermanent.
	
	
	

	Case record labeled with name, SSN, case number, cross-referenced case numbers, as appropriate to record type (victim, offender, nonpermanent).
	
	
	

	Case numbers assigned per records management guidance.
	
	
	

	Case documentation and materials filed in alleged victim, alleged offender(s), and non-permanent records as appropriate.
	
	
	

	All NRAM forms completed with format and content as specified by NRAM Handbooks.
	
	
	

	All contacts and actions documented on Case Activity Notes or on the appropriate NRAM form
	
	
	

	INTAKE & INITIAL INTERVENTIONS
	
	
	

	Incident Report/Eligibility form completed within one working day of receipt of report.
	
	
	

	
Case status decision consistent with beneficiary status and nature of allegation.
	
	
	

	Demographics form completed as information becomes available.  
	
	
	

	Safety Assessment form is completed within one working day of receipt of allegation by FAP.  
	
	
	

	
Ratings of safety factors and case status decision consistent with documented information obtained from victim, offender, non-offending parent, and others.
	
	
	

	Safety Response form initiated within one working day of receipt of report and completed prior to CRC presentation.
	
	
	

	
Notifications made, as appropriate to case circumstances, to command, child protective services, NCIS, and BUPERS.
	
	
	

	
Safety response actions address safety issues and identified needs.
	
	
	

	Date and results of Central Registry checks documented.
	
	
	


	FFSP FAP RECORDS REVIEW CHECKLIST (cont.)
	YES
	NO
	NA

	INTAKE & INITIAL INTERVENTIONS (cont.)
	
	
	

	Documentation that FAP information provided to alleged victim, alleged offender, and/or non-offending parent.
	
	
	

	Documentation that Privacy Act provisions explained and Privacy Act Statement signed by alleged victim, alleged offender, and/or non-offending parent and witnessed by a provider.  The Privacy Act is signed or co-signed by a custodial parent for minor children interviewed. The Privacy Act contains identification of PRP clients.
	
	
	

	Release of information form(s) obtained if information requested/released outside of DOD.
	
	
	

	Disclosures are made and documented in the record IAW the Privacy Act.
	
	
	

	Victims interviewed separately at minimum for initial assessment and are not interviewed with the alleged offender until safety is established.
	
	
	

	NCIS consent documented prior to interviewing alleged offender for cases in which NCIS is involved.
	
	
	

	Consent for Treatment Forms are signed by a custodial parent prior to assessment/counseling of children except when ordered by a commanding officer to protect the health/safety of the child.
	
	
	

	Children in the family (in child and spouse abuse cases) are interviewed or documentation of why they were not is provided.  Children are provided intervention services or are referred for assessment/interventions as appropriate.
	
	
	

	RISK FOCUSED ASSESSMENT
	
	
	

	Risk Focused Assessment Report form completed prior to initial CRC presentation and for subsequent incidents and updated quarterly, at closure, and when otherwise required.
	
	
	

	
Documented information from victim, offender, non-offending parent, and others is sufficient to support the factor ratings.
	
	
	

	
Risk ratings are consistent with available case information.
	
	
	

	Risk Assessment Summary form completed prior to initial CRC presentation and for subsequent incidents and updated quarterly, at closure, and when otherwise required.
	
	
	

	Risk Assessment Findings form completed prior to initial CRC presentation and for subsequent incidents and updated quarterly, at closure, and when otherwise required.
	
	
	

	
Rating rationale documents how risk factors and protective factors interact to determine the Likelihood of Future Abuse, Level of Severity if Abuse Recurs, and Overall Level of Risk.
	
	
	

	Intervention Plan form completed prior to initial CRC presentation.
	
	
	

	
Intervention Plan lists and addresses targeted risk factors.
	
	
	

	
Intervention Plan contains specific modalities with behavioral objectives.
	
	
	


	FFSP FAP RECORDS REVIEW CHECKLIST (cont.)
	YES
	NO
	NA

	CASE REVIEW COMMITTEE
	
	
	

	Written notification of CRC consideration for determination forwarded to be received by alleged victim and alleged offender (or non-offending parent for children) 7 days in advance of CRC meeting.  Letter to SM sent via command; letter to civilian sent to home address.
	
	
	

	Documentation of contact with SM’s CO or Command Representative to invite command to attend CRC meeting for cases scheduled for case status determination.
	
	
	

	Initial CRC presentation (using CRC Presentation form or FINS CRC QA Review Checklist) and determination/recommendations or FINS concurrence decision made within 90 days of receipt of report.
	
	
	

	
CRC Presentation form or FINS QA Review Checklist contains all available information regarding the allegations as well as safety factors of note and relevant risk factors.
	
	
	

	Written notifications of CRC determination/recommendations, including Statement of Rights, sent to command for alleged victim, alleged offender, and/or non-offending parent, within 10 days of CRC.  
	
	
	

	Form DD2486 completed after CRC and a copy is filed in case record.
	
	
	

	COUNSELING, MONITORING AND CLOSURE
	
	
	

	Clients are provided CRC recommended interventions at the FFSP or clients are contacted to provide any needed assistance in obtaining services via other military and/or civilian agencies.
	
	
	

	Follow-up contacts made and documented with clients, command, and involved agencies/providers at least quarterly.
	
	
	

	Progress reports (at minimum, quarterly) and completion reports of educational and counseling programs documented.
	
	
	

	Progress reports, case activity notes, and/or other documentation address progress toward meeting intervention plan objectives and reducing targeted risk factors and the overall level of risk.
	
	
	

	After initial determination, case reviewed at least quarterly by the CRC until closure.
	
	
	

	Cases presented for closure only after consideration of NRAM guidelines and consultation with involved command(s), agencies, and providers.
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