FFSP CLINICAL COUNSELING CASE RECORD REVIEW CHECKLIST

	Case Number
	
	

	

	Counselor Name
	
	

	

	Team Member
	
	Date Reviewed
	

	

	CONTENT OF CLIENT RECORD
	Yes
	No
	NA

	INTAKE/ADMISSION
	
	
	

	Demographic information is documented in the record. 
	
	
	

	Documentation of Privacy Act provisions explained and Privacy Act Statement signed by client and witnessed by a provider.  The Privacy Act is signed or co-signed by a custodial parent for minor children.
	
	
	

	Consent for Treatment forms are signed by a custodial parent prior to assessment/counseling of children.
	
	
	

	Release of Information form signed/completed, as appropriate.
	
	
	

	Disclosure form completed as appropriate.
	
	
	

	Client meets eligibility criteria for FFSP services.
	
	
	

	A reason for requesting service or referral information is documented in the record.
	
	
	

	Client Rights and Responsibilities Form signed and in the record.
	
	
	

	ASSESSMENT
	
	
	

	Tailored to individual need and only relevant information is collected.
	
	
	

	Initial screening of child and spouse maltreatment, substance use, suicidal/homicidal ideation and mental health disorders is conducted, with appropriate expansion of the assessment when client situation indicates need.
	
	
	

	Diagnosis or R/O is documented.  Diagnosis or R/O is consistent with assessment and intervention information.  Referrals for R/O diagnoses are documented.
	
	
	

	TREATMENT PLAN
	
	
	

	Treatment Plan is in the record.
	
	
	

	Treatment Plan completed in the timeframe designated in the local SOP.
	
	
	

	Treatment Plan based on findings of the assessment and specifies services to be provided and by whom.
	
	
	

	Treatment Plan is problem-focused with specific behavioral goals/objectives
	
	
	

	Treatment Plan objectives and services are modified when indicated by changing needs or circumstances, progress toward achievement of service goals, or the request of the person, family, or group served.
	
	
	


	CONTENT OF CLIENT RECORD (cont.)
	Yes
	No
	NA

	CASE NOTES
	
	
	

	Case notes or summaries are completed for every client and collateral contact. 
	
	
	

	Case notes document that services are short-term problem focused (or as directed by CRC recommendation for FAP cases).
	
	
	

	Case notes document progress toward meeting goals and objectives in the Treatment Plan
	
	
	

	Case notes document coordination with Medical/Command/other service providers, where appropriate.
	
	
	

	Supervisor signature on all clinical case notes for Tier 1 providers.
	
	
	

	TERMINATION FROM TREATMENT
	
	
	

	Closing summary completed with referral or recommendations for future services, as appropriate.
	
	
	

	GENERAL
	
	
	

	All entries and forms are signed and dated.
	
	
	

	Documentation is written legibly or typed and contact entries are made within 2 days or otherwise documented.
	
	
	

	Only authorized staff makes entries into records.
	
	
	

	All requests for release of records are forwarded to the JAG for release and documented IAW Privacy Act.
	
	
	

	Access to individual records is limited and protected according to SOPs and the pertinent Privacy Act notice.
	
	
	

	Procedures to protect records from the destruction, loss or other damage, which include: daily back-up of all electronic official records, and storage of paper records in a locked, secure area.  
	
	
	

	SPECIAL CIRCUMSTANCES
	
	
	

	PRP is designated on the Privacy Statement and reporting requirements are followed and documented, when required.
	
	
	

	Mandatory reporting is completed per Privacy Act and documented (e.g. child abuse, spouse abuse, homicide, suicide, espionage, etc.).
	
	
	

	Follow-up documentation for command referrals may include:
	
	
	

	1)
Service member was seen at the FFSP

	
	
	

	2)
A brief, general assessment of the situation

	
	
	

	3)
Recommendations for intervention and/or referral

	
	
	

	4)
Estimated length of time needed to correct the situation

	
	
	

	5)
Specific recommendations for command action if applicable
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