
 

Appendix A - Desk Top Planned Review Process  
 
 

Annual Review - due in 8 
wks 

 
• Send review form to service user / carer 
• Contact service providers / other agency staff to seek views 

using standard format  
• Seek relevant advice for example from NHS for FNC / NHS 

CHC     
• Diary to chase if service user / carer / service provider forms not 

returned within two weeks 

 
 
 
 

 
 
 
 

 
• Analyse / evaluate information  
• Apply FACS and complete FACS checklist 
• Agree plans with Practice Manager  

 
 

 
• Confirm / amend / close services 
• Complete care plan / send to service 

user / carer / service providers 
• Update CareFirst 
• Update all other records  

 

• Receive forms from service user / carer / service provider 
• Make follow up calls to service user/carer/ provider/  other agency 

to clarify information / discuss situation  
• Where situation unclear / lack of agreement about proposed 

review outcomes - discuss with Practice Manager whether Face 
to Face review required 

• Undertake Face to Face review in minority of cases   

 
Refer to Practice Manager for 
further reassessment where 
situation very complex / unstable 
/ unpredictable 

 


