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STANDARD CHILD PROTECTION CASE MANAGEMENT FORMS
[bookmark: _heading=h.gjdgxs]
Proper documentation by caseworkers facilitates effective and accountable case management that supports children to heal and recover (Inter-Agency Guidelines for Case Management and Child Protection, 2014). Documentation is the process of collecting and storing information specific to individual children and their families, including information that the child and family provide directly as well as any information collected indirectly. Good record keeping is a professional and ethical responsibility, and in some countries a legal obligation. It is recommended that a core set of case management forms are standardized within and across agencies and sectors as this helps ensure uniformity in documentation across the entire caseload and facilitates more effective information sharing.

PURPOSE 

These Standard Child Protection Case Management Forms in Humanitarian Settings were developed under the Alliance for Child Protection in Humanitarian Action by the Global Case Management Task Force and in collaboration with the Unaccompanied and Separated Children Task Force. The purpose of these forms are to both facilitate caseworkers in their casework at each step of the case management process, as well as to facilitate trend analysis of data collected in order to further inform programming, advocacy and policy development at the national, regional and global levels. More specifically, the standard set of forms aim to:
· Provide a template of standard child protection case management forms which can be immediately deployed/contextualised in humanitarian settings;
· Standardize child protection case management data collection, both within a particular context and across different contexts;
· Facilitate information sharing (in accordance with the information sharing protocols adopted in-context) between service providers on a ‘need-to-know basis’ and in order to address the child’s needs, ensure her/his protection and promote her/his wellbeing;
· Strengthen the overall quality of case management by promoting good case management practice at each step of the case management process.

HOW TO USE 

The Forms
The forms are aligned and arranged by case management step. There are two types of forms:
1. Core Forms (9) – cover the main steps in the case management process. These are the basic minimum set of forms which should be used in every context and for every case. Core forms can contain both core fields as well as fields for contextualisation (see below).
2. Supplementary Forms (16) – provide additional forms and advanced tools for quality case management which may not be needed in every context or for every case. These should be used based on the needs of the case (e.g. unaccompanied and separated children in need of family tracing) and/or context (as agreed in the relevant Child Protection Coordination Group in-context, e.g. the use of the Best Interests Determination procedures in coordination with UNHCR) or can be introduced at a later stage as the case management practice develops.

At the start of each form there is a description that explains:
· at what step of the case management process the form should be used;
· whether the form is a ‘core form’ or ‘supplementary form’;
· who should complete the form;
· when the form should be used;
· what the purpose of the form is.
This information is also presented in the overview of case management forms below.
Although the standard child protection case management forms provide a template and starting point for developing and/or harmonizing case management forms in humanitarian settings, certain fields within the forms may need to be contextualised as described below.

The Fields
The fields comprise of each question/data section to be completed by the caseworker within the forms. There are two type of fields:[image: ]
1. Core Fields – fields highlighted in                                are fixed and cannot be deleted or amended and should therefore always be included as a minimum in every context and for every case. Core fields can for this reason only be found in core forms (i.e. although fields in other forms – such as the forms specific to unaccompanied and separated children / family tracing and reunification – may also be critical to complete when needed, these forms may not be relevant in every context and for every case and therefore do not contain core fields).
2. Fields for Contextualisation – all other fields that are not core fields. These fields should be contextualised as appropriate and relevant in-context by adding, deleting and/or amending them based on the issues relevant and procedures agreed upon in-context.                               
There are both closed-question fields with pre-selected options to choose from, as well as open-ended (i.e. ‘free text’) questions. This distinction is made based on what information is needed for the use of the caseworker only, and what information is needed for aggregate trend analysis and reporting as well. In general, the latter is captured through closed-question fields while the former is captured through open-ended questions which provide the opportunity for more detailed narrative by the caseworker, encourage critical thinking on the side of the caseworker, and promote the caseworker to ‘drive’ the case management process (with the child and family) instead of being driven by the questions in the forms.
In addition, some fields include text in small italic font which provides guidance around the type of information to be recorded and has been developed to support the caseworker in filling out the form.
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Standardized Child Protection Case Management Forms in Humanitarian Settings – Introduction & Overview
OVERVIEW OF FORMS

The tables below provide an overview of all the forms in the package of standardized child protection case management forms for humanitarian settings. The forms highlighted in orange are core forms and are the minimum forms which should be used in every context and for every case.

Case Management Step 1: Identification & Registration

	Name of Form 
	When to Complete
	Who should Complete
	Purpose of Form

	1.A. Consent & Assent Form
	1. At the start of case management services (i.e. after the child meets the eligibility criteria for child protection case management and before conducting the registration interview):
· To provide their permission to participate in the case management process.
· To provide their permission for the caseworker to collect and store information about their case and to share non-identifiable aggregate-level information for reporting purposes.
2. During the case management process:
To obtain their permission to share information with other service providers who can help the child and family meet their specific needs (i.e. during case referrals and case transfers).
	Assigned caseworker to the case together with the child or the child’s parent/guardian (depending on age and level of maturity of the child, the presence of the parent/guardian, and the best interests of the child).

A separate form should be completed for the child and the parent/guardian.
	To record the case’s permission to participate in the case management process, to collect and store information about their case, and to share information with other service providers.

	1.B. Case Registration & Initial Assessment Form 
	Directly after consent/assent is obtained.
	Assigned caseworker to the case.
	To register the case for case management and to record data from the initial assessment after the case has been found to be eligible for case management (based on the eligibility criteria).

	1.C. Additional Registration & Initial Assessment Info for UASC
	This form needs to be completed directly after filling the case registration & initial assessment form with unaccompanied and separated children in need of alternative care and/or for whom tracing may need to be initiated.
	Assigned caseworker to the case.
	To record information used for alternative care, tracing, verification and reunification of unaccompanied and separated children.

	1.D. Missing Children Form
	This form is completed after a person reports a missing child and makes a request for tracing to be conducted.
	Assigned caseworker to the case.
	To record information on the child that is missing for tracing, verification and reunification purposes.

	1.E. Case Re-Opening Form
	Whenever the case meets the eligibility criteria again after the case has already been closed.
	Assigned caseworker with the approval of the supervisor.
	To record information on the reason for re-opening the case.



Case Management Step 2: Assessment

	Name of Form 
	When to Complete
	Who should Complete
	Purpose of Form

	2.A. Assessment Form
	Depending on risk level of the case (to be contextualised):
· High: immediately after registration, before leaving the child.
· Medium: within 3 days after registration.
· Low: within 1 week after registration.
Or after a case review found a significant change in the context of the child that warrants another assessment.
	Assigned caseworker to the case.
	To record information gathered on the case regarding both risks and needs, as well as strengths and resources. The information recorded in this form will be analysed and used as a base for developing the case plan.



Case Management Step 3: Case Planning

	Name of Form 
	When to Complete
	Who should Complete
	Purpose of Form

	3.A. Case Plan
	Depending on risk level of the case (to be contextualised):
· High: within 3 days after the assessment.
· Medium: within 1 week after the assessment.
· Low: within 2 weeks after the assessment.
Or after a case review found that the case plan needs to be revised.
	Assigned caseworker to the case together with the child and the caregiver(s) (where possible and appropriate).
Other significant people in the child’s life as well as other service providers and relevant authorities may participate in the development of the case plan if they have a role to play in it and if informed consent/assent has been given for this.
Once completed, this form needs to be approved by the supervisor.

	To record and plan the agreed upon interventions needed to ensure the child’s protection, ensure her/his care and wellbeing is supported, and address the child’s needs (as identified in the assessment).

	3.B. Case Conference Report
	Whenever a case conference is held.
	Assigned caseworker to the case together with the other participants in the case conference.
The child and caregiver(s) can participate in the case conference, although this is not usual practice.
	To present to the case conference the key information on a high risk complex case that requires a multi-disciplinary/inter-agency case plan, and to record information from the case conference on discussions held on multiple service options and the decisions/progress made in the best interests of the child.



Case Management Step 4: Case Plan Implementation

	Name of Form 
	When to Complete
	Who should Complete
	Purpose of Form

	4.A. Services Provided Form
	Whenever a service has been provided to the child and/or family.
	Assigned caseworker to the case.
	To record information on services provided to the child and/or family.

	4.B. Tracing Action History Form
	Entries should be made on an ongoing basis during the tracing process and as soon as possible after a tracing action is taken.
	Assigned caseworker to the case.
	To provide a detailed timeline and history on all tracing actions taken by the caseworker on the case.

	4.C. Adult Verification Form
	This form needs to be completed after tracing has been successful and prior to reunification of a child with the family.
	Assigned caseworker to the case.
	To record information on the process of establishing the validity of relationships between the child and the family and the willingness for reunification.

	4.D. Child Verification Form
	This form needs to be completed after tracing has been successful and prior to reunification of a child with the family.
	Assigned caseworker to the case.
	To record information on the process of establishing the validity of relationships between the child and the family and the willingness for reunification.

	4.E. Reunification Form
	This form needs to be completed after the child has been reunified with her/his primary, legal or customary caregiver or with another family member.
	Assigned caseworker to the case.
	To record information on the process of reunification with the purpose of establishing or re-establishing long-term / permanent care.




Case Management Step 5: Follow-up and Review

	Name of Form 
	When to Complete
	Who should Complete
	Purpose of Form

	5.A. Follow-up Form
	Whenever a follow-up is conducted at any point during the case management process from when the child is first registered and support begins (i.e. responding to a child’s immediate needs) until case closure.
From the moment case plan implementation starts, it is dependent on the risk level of the case (to be contextualised):
· High: at least twice a week.
· Medium: at least once a week.
· Low: at least once every two weeks.
	Assigned caseworker to the case.
	To record information on the follow-up with the purpose to confirm that specific actions have been taken and services are provided (or to identify and address barriers in accessing services) and to monitor the child’s situation and case plan implementation.

	5.B. Review Form
	Whenever a case review meeting is held. 
From the moment case plan implementation starts, it is dependent on the risk level of the case (to be contextualised):
· High: at least once a month.
· Medium: at least once every two months.
· Low: at least once every three months.
	Assigned caseworker to the case together with the child and the caregiver(s) (where possible and appropriate). 
Other significant people in the child’s life as well as other service providers and relevant authorities may partake in the case review meeting if they have a role to play in it and if informed consent/assent has been given for this.


	To record information captured during the review meeting which looks at how the case is progressing and whether the case can be closed or whether there is a need to return to the case management steps of assessment or case planning.

	5.C. Case Conference Report
	Whenever a case conference is held.
	Assigned caseworker to the case together with the other participants in the case conference.
The child and caregiver(s) can partake in the case conference, although this is not usual practice.
	To present to the case conference the key information on a high risk complex case that requires a multi-disciplinary/inter-agency case plan, and to record information from the case conference on discussions held on multiple service options and the decisions/progress made in the best interests of the child.


Case Management Step 6: Case Closure

	Name of Form 
	When to Complete
	Who should Complete
	Purpose of Form

	6.A. Case Closure Form
	When case closure criteria are met (to be contextualised), but (if possible) after a set period of time during which several follow-up visits and at least one case review meeting took place to ensure the child’s sustained wellbeing.
	Assigned caseworker with the approval of the supervisor.
	To record information on the closure of the case.

	6.B. Child Feedback Form
	This form should be completed at the end of the case management process, or after 6 months (whichever is the shortest period).
	Supervisor of the caseworker to collect this information in a child-friendly manner.
	To record feedback on the level of satisfaction regarding the quality of services provided and to identify areas for improvement.

	6.C. Caregiver Feedback Form
	This form should be completed at the end of the case management process, or after 6 months (whichever is the shortest period).
	Supervisor of the caseworker through an interview.
	To record feedback on the level of satisfaction regarding the quality of services provided and to identify areas for improvement.



Forms which can be used at any stage of the Case Management Process

	Name of Form 
	When to Complete
	Who should Complete
	Purpose of Form

	A. Referral Form
	Whenever a referral is made for service provision.
	Assigned caseworker to the case.
	To record the key information for service providers where the referral is made to and for them to be able to provide the service needed.

	B. Case File Cover Sheet
	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.
	Assigned caseworker to the case.
	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.


	C. Case Notes
	Entries should be made on an ongoing basis throughout the case management process and as soon as possible after an action is taken or relevant issues relating to the child arise.
	Assigned caseworker to the case.
	To provide a detailed timeline and history on all actions taken by the caseworker on the case and to record information not captured in the case management forms.


	D. UNHCR Best Interests Determination (BID) Form
	In UNHCR operational settings and in coordination with UNHCR, a BID should be conducted when decisions with fundamental and long-term impact on the child are to be taken in regards to:
· Identifying durable solutions and complementary pathways for unaccompanied children (and separated children with an additional significant risk factor or protection concern);
· Determining the most appropriate options for children at risk in exceptional situations (e.g. family reunification and/or temporary care for unaccompanied and separated children);
· Possible separation of a child from parents against their will.
	Assigned caseworker to the case.
	To record information for and from the formal procedure in identifying and determining the most appropriate decision for the case in line with the best interests of the child.

	E. Case Transfer Form
	Whenever the entire case, and therefore the responsibility of the management of the case, is transferred to another case management agency.
	Assigned caseworker with the approval of the supervisor.
	To record information on the transfer of a case to another case management agency.

	F. Case File Checklist Form
	This form should be completed for 2-5 case files for each caseworker on a monthly basis.
	Supervisor of the caseworker.
	To meet administrative/accountability function and identify any learning or development needs related to the process.



image1.png
EES O-

12N START | INVOEGEN ~ ONTWERPEN

Knippen
[

PAGINA-INDELING

Document1 - Word
VERWUZINGEN ~ VERZENDLUSTEN ~ CONTROLEREN ~ BEELD
Calibri (Hoofc |12 ~| A A Aa~ As
Piaken 0P B 7 [ocgm i? "=
- < Opmaak kopiéren/plakken o 3 -
Klembord 5 Lettertype

50T paBbCeD AaBbCeD AaBbC( AssbCel AQBI asebceo Aagbced. AagbceD. AcsbCeD
{71~ |1Standaard Geenafst..  Kop1

i Zoeken -
Kop 2 Titel  Ondertitel ~Subtiele b...
stijlen

Nadruk

. Vervangen
Intensieve...

[ Selecteren~
Orange

Bewerken

PAGINA1VAN1 1wooRD [I%

ENGELS (ZUID-AFRIKA)

»

?

=

F X

Aanmelden




image2.png
W THE ALLIANCE

FOR CHILD PROTECTION
IN HUMANITARIAN ACTION




