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June 2006

	Record Keeping: A guide for children’s services staff




General principles for recording
Record keeping is a key element of how a service is delivered, assisting practitioners in planning, assessment and decision making processes, and in monitoring the progress of plans.

Case recording can give a structure so that work is focused. The case record ensures that staff can account for and evidence the work undertaken, and provides a wider source of information necessary to that work, including user views, resource allocation and financial management.

The record can also place the work with users in the context of agency policy, procedures and criteria for service provision.

The guidance provides an opportunity for inter-agency partnership and collaboration in ensuring a consistent response to children’s services records.

How and what to record 

· Keep your record up to date: entries should be made no later than 5 working days from the contact, correspondence or meeting. Recording must be legibly signed and dated.

· Case files must contain a chronology of significant events at the front.  

· Make your record easy to read and understand. Use plain jargon-free English, avoiding slang or colloquialisms. 

· Recording should be purposeful. State wherever possible the purpose of visits, contact or meetings, and what is essential to this purpose.

· Recording must be accurate, concise and relevant. Ensure that names are spelled correctly and consistently throughout.
· The record must not be used to record or justify time spent, resource or funding difficulties relating to the service, or personal feelings and comments.

· Separate fact from opinion.  Indicate in your recording what is fact and what is a judgement or opinion. Always state whose opinion it is.

· Individual children must have their own case file.  

· Spring clean periodically. Sift through the case file discarding duplicate papers and checking that everything is in the correct place. Update front sheets and key information regularly.
· Remember to record appropriate evidence of safeguarding and interagency/partnership working.

Managing third party information

· A person may only see his or her own personal information, not that which is about someone else.  Family files or daybooks with information about several individuals or family members in the same entry make access by the file subject unnecessarily complicated.  

· Information given by a third party must have their permission before it can be disclosed. 

· State clearly if the subject already knows the third party information. If the subject knows already, it may not always be necessary to obtain written permission to access it. Always state this on the file at the time the information is given to you.

· Get permission at the time you receive third party information for it to be shared with the file subject.  Don’t wait for a formal request for access. Get into the habit of routinely asking at conferences or meetings, or when you receive letters, reports or calls, if the content of the information you have been given to record can be shared with the subject. Note consent on the file.

· If a third party refuses permission for access, state this clearly on the file, if possible with the reason for refusal. Remember that third party information will still be disclosed without consent if it can be anonymised and does not result in serious harm as defined by Section 6 Data Protection Act.

· Practice the principle of openness throughout your work. Formal access is less likely to be requested if service users or carers know records are being kept, and what they contain. 

Suggested file structure

· Case files should be structured in a way that makes it easy to follow the course of professional involvement. e.g.

· Key information (top of case file)

· Chronology of events (inside cover left hand side)

· Current service/child plan (under key information)

Section 1

· Diary sheets/contact record etc.

Section 2

· Referral, assessment, planning & review documents

Section 3

· Correspondence

Section 4

· Confidential information (third party information)

Section 5

· Administration & financial e.g. approval of services, expenditure etc.)
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