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	Date of Review
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	File Ref
	

	Adviser’s Name
	

	Guidance: 

This case review form can be used for open or closed cases.  

Use the space at the end of each point to denote:
· yes (y)

· no (n)

· not applicable (na) or 

· not known (nk)

Use the space below each point to add comments if necessary and the open space at the end of the form for any general comments or recommendations. 




	IMA Case Review Form

	1. Administration details

	a. Client's name/contact details recorded
	

	b. Authorisations obtained including any third parties
	

	c. Conflict of interest check carried out as appropriate
	

	d. Information about the service provided 
	

	2. Exploration and Diagnosis

	a. Explored and stated the problem clearly




	

	

	b. Clarified the client’s particular circumstances (background, facts, goals, needs)
	

	

	3. Advice/options

	a. Considered relevant options
	

	

	b. Given advice which is legally correct
	

	

	c. Given advice which is comprehensive
	

	

	d. Given advice which is appropriate to the client's situation
	

	

	e. Given advice which is appropriate to the level of priority of the problem
	

	

	f. Agreed goals / actions with the client
	

	

	g. Explained rights and responsibilities of the client in relation to problems raised and options identified
	

	

	h. Highlighted any key dates and time limits 
	

	

	4. Support/action

	a. Level of intervention / support for client to progress their case, is explored and justified 
	

	

	b. Sufficient information on next steps, who is responsible for taking them and when 
	

	

	c. The necessary level of support / intervention was provided overall
	

	

	5. Signposting/referral

	a. Did the adviser carry out appropriate signposting / referrals which were needed?
	

	

	b. Did the adviser miss appropriate signposting / referrals which were needed?
	

	

	d. Did the adviser raise awareness of any costs/help with costs 
	

	

	6. Case recording

	a. Adequate information and relevant documentation held on case record
	

	

	b. Relevant documentation attached and grouped logically / readily accessible

	

	

	7. Casework management

	a. Progress easy to follow





	

	

	b. Client kept informed






	

	

	c. Diary system used




	

	

	 If one off / closed following ongoing action 

	a. Case closure at appropriate time



	

	

	b. Case closed following adequate notice
	

	

	c. Case closed after matters were taken as far as possible



	

	

	d. Report to client






	

	

	 If ongoing 

	a. How appropriate that case is still open?
	

	

	b. Is there ongoing review of client’s needs
	

	

	8. Impact / outcomes for client

	a. Positive progress based on agreed goals
	

	

	b. Other positive case outcomes
	

	

	c. Missed issues or incorrect advice
	

	

	d. Negative impact of missed issues or incorrect advice
	

	

	9. Social policy

	a. Social Policy issues identified and explored by adviser





	

	

	b. Social Policy action taken
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