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	REVIEW INFORMATION

	Reviewer Name
	Date of Review

	CASE INFORMATION

	Family/Case Name
	Referral Date
	Time

	IIS Specialist/Agency
	Screen Date
	Time

	Referring Worker and Agency
	Acceptance Date
	Time
	Termination Date

	I.
	CHECKLIST OF REQUIRED DOCUMENTS IN CASE RECORD
	

	
	
	RATING

	1.
	Initial IIS Referral
	

	2.
	Initial Screening (written notification that family was accepted or not accepted)
	

	3.
	Statement of Understanding and Agreement
	

	4.
	Consent to Exchange Information
	

	5.
	Authorization of Transportation
	

	6.
	Client Records Policy Statement & HIPAA Privacy Notice
	

	7.
	Emergency Assistance Services (EAS) Request  (by Private Contractors, Child Div is  exempt)
	

	8.
	Initial Safety Plan (e.g., IIS Safety Plan, CS-16A)
	

	9.
	Initial Family Assessment
	

	10.
	MFFAS/NCFAS Assessment Form
	

	11.
	Family Goals / Service Plan
	

	12.
	Weekly Progress Notes 
	

	13.
	Client Contact Logs (may be included in Weekly Progress Notes, if itemized)
	

	14.
	Weekly Supervision Logs
	

	15.
	Family Support Team Plan
	

	16.
	Termination Letter to Family
	

	17.
	Termination Summary
	

	18.
	Follow-up Services Plan
	

	19.
	Crisis Funds Requests, Approvals, and Expenditure Record
	

	20.
	Rating of Overall Inclusion Of Required Documents In Case Record Section
	

	

	COMMENTS ON REQUIRED DOCUMENTS

	

	

	

	

	

	II.
	QUALITY OF SERVICE DELIVERY
	
	

	
	
	RATING

	1.
	Was sufficient information documented to determine that IIS was the appropriate service for the family?
	

	2.
	Did contact with the family occur within 24 hours of acceptance of initial referral?
	

	3.
	Was immediate safety of the child assured?
	

	4.
	Was an initial safety plan clearly documented?
	

	5.
	Was the referral source notified verbally or in writing within 24 hours of the initial screening that family was accepted or not accepted?
	

	6.
	Does the initial family assessment clearly document:
	

	
	a)
Child Safety?
	

	
	b)
Child Functioning?
	

	
	c)
Family Functioning?
	

	7.
	Does the initial family assessment provide a clear understanding of the family?
	

	
	a)
Are family strengths clearly identified?
	

	
	b)
Are needs of the family clearly identified?
	

	8.
	Does the record reflect that the initial family assessment was delivered to the Children’s Division within 5 calendar days after the initial interview with family?
	

	9.
	Does the Goal Sheet/Service Plan document: 
	

	
	a)
That the issues causing the imminent risk of placement are addressed?
	

	
	b)
That behavioral oriented goals and tasks are stated?
	

	
	c)
That the goals are feasible for the family?
	

	
	d)   That the goals were time-limited?
	

	
	e)
That the family participated in the development of the service plan? 
	

	
	f)
That, if the family goals are different from the referring person’s goals, the differences are documented?
	

	10.
	Was the goal sheet/service plan delivered to the Children’s Division within 5 calendar days after the initial interview with family?
	

	11.
	Does the record document the methods used to attain the goals?
	

	12.
	Did the worker coordinate activities of all internal/external resources to minimize the duplication of services?
	

	13.
	Did the services provided meet the family needs?
	

	14.
	Were needed concrete services provided?
	

	15.
	Were worker intervention /activities evident in the service delivery notes?
	

	16.
	Were on-going progress and obstacles discussed with the family?
	

	17.
	Does the record document ongoing safety assessment of the child, family, and community?
	

	18.
	Is there evidence in the record that the intervention improved overall client/family functioning? (e.g., consider worker’s effort vs. client function)
	

	19.
	Is there evidence that the family’s level of functioning was documented during the intervention? (e.g., MFFAS/NCFAS, Progress Notes, Termination Summary)
	

	20.
	Did the skill-building activities respond to the individualized and specific needs of the family (e.g., child management skills, emotional management skills, interpersonal skills, assertiveness skills, advocacy skills, life skills, self-sufficiency skills, behavioral modification skills, etc)?
	

	21.
	Does the record document contacts with family members to accomplish the goals?
	

	22.
	Were appropriate contacts made with collaterals, including face-to-face contact when necessary?
	

	23.
	Were joint staffings conducted with other agencies/individuals pertinent to the family? (e.g., Family Support Teams, Community Response Teams)
	

	24.
	Was joint planning with the family for termination of services clearly documented?
	

	25.
	Is there evidence that the follow-up plan was formulated with the family?
	

	26.
	If follow-up services were recommended, were referrals and linkages made?
	

	27.
	Was the Termination Summary completed and delivered to the Children’s Division within 10 calendar days after termination?
	

	28.
	If an early termination occurred: 
	

	
	a)
Was the Children’s Division notified within 24 hours of the early termination?
	

	
	b)
Was the Termination Summary completed and delivered to the Children’s Division within 5 calendar days after the early termination?
	

	29.
	Were referring source, case manager, and follow-up service provider notified of termination of IIS intervention?
	

	30.
	Rating of overall quality of Service Delivery.
	

	

	

	COMMENTS ON QUALITY OF SERVICE DELIVERY

	

	

	

	

	

	

	

	

	

	

	

	

	

	III.
	RECORD CONTENT

	
	
	RATING

	1.
	Are items filed in the case record in an organized and chronological manner?
	

	2.
	Are contact entries comprehensible and thoroughly documented (e.g., progress notes)?
	

	3.
	How neat and legible are the documents in the record?
	

	4.
	How comprehensive and well-written are the service delivery notes?
	

	5.
	Narrative entries are signed and dated by the specialist?
	

	6.
	Initial Assessment, Progress Summaries, and Termination Summary are signed and dated by supervisor?
	

	7.
	Rating of the overall quality of Documentation.
	

	COMMENTS ON RECORD CONTENT

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	IV.
	SERVICE AVAILABILITY

	
	
	RATING

	1.
	Did the record document specialist availability (24/7), (e.g., emergency pager, back-up Specialist, and supervisor access)? 
(Documented via IIS Characteristic Sheet, Participation Agreement, and/or Treatment Agreement).
	

	2.
	Was the location of service provision documented?
	

	3.
	Was the location of direct client services at the family home, or a location convenient to the client?
	

	4.
	Were coverage arrangements made during specialist/therapist vacation, illness, etc.?
	

	5.
	Please list the number of weeks in the intervention and the number of hours of direct Specialist contact:       
	

	
	a) No. of Weeks: ______     
	

	
	b) No. of Hours: _____
	

	6.
	Rating for overall quality of program Service Availability.
	

	COMMENTS ON SERVICE AVAILABILITY

	

	

	

	

	

	

	

	

	

	V.
	SUPERVISION/CONSULTATION
	
	

	
	
	RATING

	1.
	Was there at least weekly consultation with supervisor?
	

	2.
	Were weekly consultation recommendations and concerns documented?
	

	3.
	Did the supervisor attend the initial family screening, or did the supervisor visit the family within the first seven (7) days of service?
	

	4.
	Is there evidence that the Supervisor reviewed the written progress notes of the Specialist?
	

	5.
	Rating of overall quality of Supervision/Consultation.
	

	COMMENTS ON SUPERVISION/CONSULTATION

	

	

	

	

	

	

	VI. 
NARRATIVE

	1.
	What were the greatest accomplishments achieved with the client/family?

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	2.
	Were there any other services that the client/family needed that were not provided?

	

	

	

	

	

	

	

	

	

	

	

	

	

	VII.
COMMENTS/RECOMMENDATIONS

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	VIII. 
IIS Specialist Feedback/Comments
(to be completed at local office) 
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