Suggested text for a letter to participants 

(to be sent 3-6 months before the course)

Dear Colleague 

‘Write Enough’: Recording in Social Work

A 2-day training programme

I am pleased to invite you to the above training programme which will take place on: 

(ADD DATES AND TIMES HERE) 

at

(ADD VENUE HERE) 

Before attending this programme you are asked to complete a number of exercises designed to help you reflect on your own recording. They were written by Steve Walker and Hedy Cleaver (from Royal Holloway College, University of London, UK) and David Shemmings (from the University of East Anglia, Norwich, UK) as part of a project funded by the Department of Health. There are three different ways you can access the exercises:

1. Using the Write Enough website at http://www.writeenough.org.uk

2. Using the Write Enough CD which is available from (ADD DETAILS HERE) 

3. Visiting this department’s Intranet site at (ADD DETAILS HERE) 

Each of these access points explains in more detail what you are asked to do.

A programme for the two days is attached along with a set of learning objectives. As you will see, much of the programme depends upon you discussing some of your own recording. After completing the exercises you are asked to bring an example of the following types of recording – each of which you will normally be completing as part of your work:

1. A completed Case Summary (complete whatever form you normally use, but there is a pro-forma in the web-based exercises within the Resources link)

2. Using an age specific Core Assessment record from the Department of Health  Assessment Framework or Integrated Children’s System bring one complete set of Summaries for each of the three domains of the record and a completed Analysis Section  

3. A couple of pages from a Contact Sheet used by your agency
4. A couple of pages from a more Detailed Record used by your agency
PLEASE ENSURE THAT YOU ANONYMISE FULLY EACH OF YOUR EXAMPLES

PLEASE DON’T EMAIL EXTRACTS OF YOUR RECORDS TO OTHER PARTICIPANTS (doing so could conflict with the Data Protection Act 1998)

Finally, if you are currently working toward an NVQ/PQ/AA/PQ Child Care award you may want to discuss this programme with your supervisor/mentor because there are many ways in which you can use the website and the two-day course as evidence of your competence. 

I hope you enjoy taking part in the programme.

Yours sincerely

(ADD DETAILS HERE) 

‘Write Enough’: Recording in Social Work

A 2 day training programme

LEARNING OBJECTIVES

1. To consolidate individual learning after completing the Write Enough training exercises

2. To discuss examples of your own and other practitioners’ recording including:

· Assessments

· Case Records

· Detailed Records 

3. To identify ways of involving children and family members in children and families work and how it is recorded

4. To consolidate and improve ways of accounting for Aspects of Difference in children and families work and how it is recorded 

5. To improve analytical skills when gathering information 

6. To identify messages for the organisation about how it can improve recording practice 

7. To identify messages for supervisors about how they can improve recording practice 

8. For participants to construct a Personal Action Plan to improve their own recording and then review and update it periodically

