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Case Review & Tracking Self-Assessment

Team: 
Date:  ______________________

Program Component:  Case Review & Tracking
A “case review” according to the GTF is:  “A comprehensive review and discussion of the referral using information gathered by the various disciplines and experiences of the team members in order to: determine the needs of the child and family, determine needs of any potential criminal prosecution; develop team suggestions for follow-up by individual agencies, and evaluate the responses of the systems involved.” 
Evaluation Focus Summary:  Your answers to the Case Review & Tracking Self-Assessment questions will help the GTF understand your Team’s approach(es) to conducting case review and keeping track of the progress of cases.  The Self-Assessment focuses on your Team’s “structures” – policies, practices, protocols, methods – for case review and tracking.  
Instructions:  Use the “response” column to answer the questions in the Tables below.  Table A includes questions related to Case Review.  Table B includes questions related to Case Tracking.  Coordinators should ask the subject matter expert to complete this assessment which should then be reviewed by the Team’s Leadership Group (e.g. Executive Committee) prior to submission to the Evaluation Committee. 
Associated Forms/Data Needed to complete this Self-Assessment:  None
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Table A:  Case Review

	Q#
	Question
	Response

	Q1-5:  Teams often have different terms for case review.  Some use multiple kinds of case review or case presentation depending on circumstances.  Questions 1-5 below will help the GTF to better understand these terms and how Teams are conducting Case Review. You will complete the chart below to answer these questions. 


	1
	What types of case presentation does your Team use – for example, read-in, case update, prosecution update, case review?  

List each type of presentation your Team uses in the chart under “Type of Case Presentation” column.  Feel free to use the terms your Team has adopted and add rows as needed.  
	Type of Case Presentation

Circumstance Used  

Who Involved

Conducted

Information Presented



	2
	Under what circumstances is each of these types of case presentation used?  

List the circumstance your Team uses each type of presentation in the above chart under “Circumstances Used”.   
	

	3
	Who is involved in each type of review?

List who is involved in each type of presentation in the above chart under “Who Involved”. 
	

	4
	How is each type of review conducted? (For example:  meeting; conference call; email exchanges)

List how each type of review is conducted in the above chart under “Conducted”.  
	

	5
	What type of information is presented at each type of review?  Be specific.

List what type of information is presented at each type of review in the above chart under “Information Presented”. 
	

	6
	Has your Team adopted a standard specifying the number of elapse days from learning of a new Case until the Case is presented to the Team?  
Mark the appropriate answer in the “response” column.  If you answer “no”, go to Q9.
	a) _____Yes
b) _____No


	7
	What is your Team’s standard from Q6? (if your Team has not adopted a standard, go to Q9)
	


	8
	Would a “read-in” type of case presentation that is held within the # of elapse days in Q7 be considered to have met the standard for presenting the case to the Team? (if your Team has not adopted a standard, go to Q9.)  
	

	9
	How does your Team handle case review for cases that are received between regularly scheduled meetings?
	

	Q10-12:  Case update is an important aspect of case review.  Our goal is to identify your Team’s general practice – and the exceptions to that practice- when it comes to case update.  

	10
	How does a case get on the case update list for a Team meeting?  

Choose the one answer that best reflects your Team process. Feel free to also elaborate on your Team’s case update process.
	a) _____ Case Updates occur according to a specified time schedule, e.g. every X      weeks/months

b) ______A Team member – other than the Coordinator – decides when a case update is needed

c) _____ The Team decides when a case update is needed

d) _____ The Coordinator decides when a case update is needed

e) _____Other (please describe)



	11
	If you chose “a” for Q10, what is your Team’s schedule for case update – for example, every month, every 2 weeks etc.  (if your Team does not use a specified time schedule, skip this question)
	

	12
	Under what circumstances might Case Updates NOT occur?   
	


Table B:  Case Tracking

	Q#
	Question
	Response

	1
	Which of your cases are entered into NCAtrak?  

Choose the answer that best reflects your Team process. Feel free to also elaborate.

	a) ____ All cases found/referred are entered into NCAtrak

b) ____ Only cases that undergo Case Review are entered into NCAtrak

c) ____  Other (please describe)


	2
	Does your Team Coordinator use databases/software applications other than NCAtrak to help track cases?
Choose all answers that apply. Feel free to also elaborate.

	a) ______ The Coordinator uses an Excel Worksheet to log key information about cases

b) ______  The Coordinator uses other databases/software applications, such as FoxPro, to keep track of case information

c) ______  Other (please describe)



	3
	If your Team Coordinator uses software applications other than NCAtrak to record case information, what type of case information is entered into these other software applications?  (Note:  you do not need to list data elements per se, just the categories of data, such as demographics, services, clinical information)
	

	Q4-6: relate to the use of NCAtrak data.  These questions will help the EC begin to understand Team needs related to case data and better using case data.  


	4
	Choose all answers that reflect your Team’s practice.  Feel free to elaborate.  
	Our Team/Our Coordinator uses NCAtrak (choose all that apply):

a) ______ To keep track of case activities by using the services logs on the tabs

b) ______ To comply with the data collection/reporting requirements set by DCF

c) ______ To comply with the data collection/reporting requirements set by NCA

d) ______ To develop queries about our cases

e) ______ To run reports that the Coordinator uses

f) ______ To run reports that the Team reviews at meetings
g) ______ Other (please describe)


	5
	In what ways, if any, do you incorporate NCAtrak data into your Team meetings?

	

	6
	In what other ways is NCAtrak data used by your Team/Team members?  For example, for grant applications, to obtain data for presentations to community groups, etc.  
	


The “Case Review and Tracking Self-Assessment” and the “Case Volume Self-Assessment” are related.  Please review them both before proceeding.  











