
1. Potential Client

2. Contacts Office

4. Staff fill in Intake Form, Filter Matter, ID & conflict check

5. DA: Intake form section, Goes to Coordinator, Farms out the case to a
DA

6. DA sees client as per appointment or changes appointment to suit
UNLESS PRIORITY GREAT

7. DA - INTERVIEW, Establish matter/s, Options

8. CASE OPEN, Follow Check List, Documents, Interview Process
Check ID if necessary

3. INTERVIEW PROCESS, Preparation

9. Introduction of Self and Client

10. Explain Advocacy Criteria

13. Make judgement whether - information, advice or case

12. Obtain Summary of Issues

11. Explain Role of Advocate

14. Consents/Non-Consent/FO (legal)

15. Package clients handout kit and clients signature of receipt.
Complaints advise client that they can have a support person of their

choice to assist them.

16. Paperwork

Quality Assurance DA Intake Procedure Flowchart
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CLSIS

At TASC Interview
Room or Field Visit ie
(AMHU) or at home in

special cases

Case Open, advice,
information, referral
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CLSIS

PRE INTERVIEW PHASE
1. Check disability

2. Interpreter
3. Sign facilitator

4. Makaton
5. Support Worker

6. Outside visits/Nursing
home

7. Prepare/phone ahead,
AMHU/Other agency

8. Advise relevant
stakeholders

9. Transport needed/taxi
10. Parking facilities

11. Provide wheelchair
12. Preferred form of

communication

Fill out
appropriate form

CLSIS


