
	B. CASE FILE COVER SHEET OVERVIEW

	Case management step 
	Throughout the case management process.

	Core / supplementary form
	Supplementary form

	When to complete
	Entries should be made on an ongoing basis during the case management process as forms are completed and contents are added to the case file.

	Who should complete
	Assigned caseworker to the case.

	Purpose of form
	To provide an overview of the contents of the case file and progression of the case through the case management process. This form should be placed at the front of each case file. 

	
	

	CASE FILE COVER SHEET 

	Case ID number:
	Initial risk level:
[  ] High
[  ] Medium
[  ] Low
[  ] No

	Date case opened: dd/mm/yy
	Date case closed: dd/mm/yy

	Date case transferred: dd/mm/yy
	Date case re-opened: dd/mm/yy

	1. INFORMATION INCLUDED IN CASE FILE 

	Content
	Tick if stored in hard copy
	Tick if stored electronically
	Amount of forms
#
	Date last form was added to case file 
dd/mm/yy

	Step 1: Identification and Registration

	Consent & Assent Form
	[   ]
	[   ]
	
	

	Case Registration & Initial Assessment Form
	[   ]
	[   ]
	
	

	Additional Registration & Initial Assessment Info for UASC
	[   ]
	[   ]
	
	

	Missing Children Form
	[   ]
	[   ]
	
	

	Case Re-opening Form
	[   ]
	[   ]
	
	

	Step 2: Assessment

	Assessment Form
	[   ]
	[   ]
	
	

	Step 3: Case planning

	Case Plan
	[   ]
	[   ]
	
	

	Case Conference Report
	[   ]
	[   ]
	
	

	Step 4: Case plan implementation

	Services Provided Form
	[   ]
	[   ]
	
	

	Tracing Action History Form
	[   ]
	[   ]
	
	

	Adult Verification Form
	[   ]
	[   ]
	
	

	Child Verification Form
	[   ]
	[   ]
	
	

	Reunification Form
	[   ]
	[   ]
	
	

	Step 5: Follow-up and review

	Follow-up Form
	[   ]
	[   ]
	
	

	Review form
	[   ]
	[   ]
	
	

	Case Conference Report
	[   ]
	[   ]
	
	

	Step 6: Case closure

	Case Closure Form
	[   ]
	[   ]
	
	

	Child Feedback Form
	[   ]
	[   ]
	
	

	Caregiver Feedback Form
	[   ]
	[   ]
	
	

	
	
	
	
	

	Other forms

	Referral Form
	[   ]
	[   ]
	
	

	Case Notes
	[   ]
	[   ]
	
	

	UNHCR Best Interests Determination (BID) Report
	[   ]
	[   ]
	
	

	Case Transfer Form
	[   ]
	[   ]
	
	

	Case File Checklist Form
	[   ]
	[   ]
	
	

	Other possible documentation

	Photograph of child
	[   ]
	[   ]
	
	

	Photograph of clothing/possessions found on child 
	[   ]
	[   ]
	
	

	Email communication on case
	[   ]
	[   ]
	
	

	Medical documentation
	[   ]
	[   ]
	
	

	School records
	[   ]
	[   ]
	
	

	Other
	[   ]
	[   ]
	
	

	
	[   ]
	[   ]
	
	

	
	[   ]
	[   ]
	
	

	
	[   ]
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	[   ]
	
	

	
	[   ]
	[   ]
	
	

	
	[   ]
	[   ]
	
	

	
	[   ]
	[   ]
	
	

	Section with strictly confidential information Outline documents and files in the case file that are strictly confidential and which cannot be shared outside of the agency or (depending on the context and the Data Protection Policy) might need to be removed/destroyed during an emergency evacuation.
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