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Client File audit Checklist

	Observed
	Notes

	Who has access?  How are files safe and secure?
	

	Client Contact details
	

	Client Emergency contact details
	

	Consent and information sharing protocols established with client
	

	Accessibility issues noted e.g.  mobility, hearing, vision
	

	Diversity characteristics / Cultural connections noted and considered in planning
	

	Case Planning demonstrates person centred approach e.g. needs, goals and preferences in care plan
This includes dignity, respectful and supportive care; social support; inclusive and accessible environment; privacy and confidentiality; self-determination; communication.
	

	Evidence that case plan is used and reviewed regularly
Client notes updated / plans reviewed with client
Client receives a copy or has signed
	

	Referral pathways in and out
	

	Risk issues identified and managed e.g. DV/ mental health risk assessment, home inspection
	

	Any visual alerts for high risk to staff/ client/ contractors
	

	Is there a signed agreement – does it include information about privacy and confidentiality, consent and rights and responsibilities? 
Is information given in writing or verbally?
	

	Any consumer feedback? Surveys – demonstrate actions taken
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