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Introduction

Foster carers provide two thirds of all the placements for children and young people looked after by local authorities. Training is essential if foster carers are to provide high quality care high to children and young people. This one-day course, ‘Recording for Foster Carers’ is intended to form part of the wider training programme for foster carers that agencies should have in place. 

The course aims to: 

Improve recording practice of foster carers

The course learning objectives are to:

· ensure foster carers are clear about their role in recording

· ensure foster carers are aware of national and local guidance and best practice in recording

· provide an opportunity to practice recording skills and reflect on own practice

Links to NVQ

The NVQ level 3 award, ‘Caring for Children and Young People’ was specifically developed to support foster carers to consolidate and develop their practice. The importance of recording in foster care practice is recognised by its inclusion in one of the core units, Unit CU5 ‘Receive and Transmit Information’, which all carers must complete in order to obtain the award. The ‘Recording for Foster Carers’ course has been designed to provide foster carers with much of the underpinning knowledge required to complete this unit. It is important therefore, that carers completing the course are provided with a letter or certificate of attendance for inclusion in their NVQ portfolio.

Participants

The course is intended to provide an introduction to recording for newly approved or less experienced foster carers. More experienced foster carers may benefit more from undertaking some of the exercises in the cd rom or website or from participating in joint training course with social services staff. 

Numbers

The maximum number of participants recommended is 12, for a single trainer and 18 if the course is co-trained. A larger group will limit the amount of time available for feedback and discussion.

Duration and Timing

The course has been designed to last for five and half hours. This is enable it to be run as a short training day, giving carers with school age children the time take and pick up children from school. Alternatively the course can be run as two evening sessions and sample menus for both type of course are provided. 

Trainer Preparation – General Guidance

Local policies, procedures and guidance will inform the training course, trainers must therefore ensure that they are fully familiar with these documents and copies are available for participants.

Trainers should also be aware of the materials their agency provides to support foster carers make and keep written records. Examples of such materials include diaries, files and lockable filing cabinets.

Issues may arise on the course that cannot be resolved on the day. It will be important for carers that there is a mechanism in place to feed these issues back to the Family Placement team. This may take the form of a brief report by the trainer, or by keeping an ‘Issues’ sheet of flipchart paper on the training, which is then written up and passed to the Family Placement team for action.

Careful consideration should be given to the issue of confidentiality when establishing the ground rules for the course with participants. It is hoped that trainers will not encounter any issues that give rise to concern, but as practice is discussed during the training the ground round rules should cover what action the trainer will take should a foster carer disclose practice that concerns the trainer.  
Draft Programme – One Day Programme

10am

Introductions and Ground Rules

10.15

Why Record? : The purposes of recording

10.35am
What Should Be Recorded? : The records foster carers should keep 

11.20am

Coffee

11.40am
Legal Framework and Local Guidance

12.30pm
Lunch

1.30pm
Fact or Opinion

2.00pm
Recording Skills  - Part 1

2.20pm
Tea

2.30pm
Recording Skills  - Part 2

3.00pm
Reflection and Action Planning 

3.20pm
End and Evaluations

Draft Programme – Evening Course

Session One

7.00pm
Introductions and Ground Rules

7.15pm
Why Record? : The purposes of recording

7.35pm
What Should Be Recorded? : The records foster carers should keep 

8.20pm

Coffee

8.40pm
Legal Framework and Local Guidance

9.30pm
End

Session Two

7.00pm
Welcome – Recap from Session One

7.15
Fact or Opinion

8.15pm
Recording Skills Part 1

8.30pm
Tea

8.45pm
Recording Skills Part 2

9.15pm
Reflection and Action Planning 

9.30pm
End and Evaluations

Exercise 1  

Why Keep Records?

Learning Objectives

By the end of the session participants will have:

· Identified the importance of record keeping for children and young people

· Explored how record keeping supports work with children and young people

Duration 20 minutes

Method

Pair or small group exercise

Discussion

Trainer Notes

Explain to participants that the purpose of this session is to consider the reasons why records are kept.

Split the group into pairs or small groups of no more than four.

Each pair or group should appoint a note keeper. The pair or group is then asked to identify as many reasons as they can for keeping records. 

The pairs and groups are brought together to feed back. Each group is asked to feedback one reason in turn, which is noted on flipchart be the trainer. Each reason is then briefly discussed. 

This is repeated until each group has fedback all their reasons. 

The trainer then summarises using OHT 1any reasons not identified by the groups are briefly discussed.

Sensitivity Issues

If the training is being co-run with a member of the Family Placement Team trainers should be aware that some carers may be reluctant to ask what they think are obvious questions.

It will be important to make use of the skills and experience within the group.

Training materials

Flipchart paper

OHT1

Handouts of OHT 1

Supporting Materials

SSI (1999) Recording with Care 

NFCA (1996) Record Keeping 
NFCA (1999) UK National Standards for Foster Care
Exercise 2

 What Should be in the Record?

Learning Objectives

By the end of the session participants should be able to:

· Identify and explain the purpose of the key records they should receive when a child or young person is placed with them

· Identify and explain the purpose the key records they should keep on children and young people in their care 

Duration 30 minutes

Method

Pair or small group exercise

Discussion

Presentation

Trainer Notes

Explain to participants that the purpose of this session is to consider what records foster carers should keep to assist in meeting the needs of individual children.

Split the group into small groups of no more than four. Trainers may wish to group foster carers together who care for the same age range of children.

Each group is provided with a copy of one of the four case studies:

· Alan Douglas (Case Study 1)

· Joanna Muldoon (Case Study 2)

· James Simpson (Case Study 3)

· Aisha Nanko (Case Study 4)

Each group is asked to consider what they would keep records on for that child and why those records are important to the child and the care they receive. The pairs and groups are brought together to feed back. Each group is asked to feedback one reason in turn, which is noted on flipchart be the trainer. Each reason is then briefly discussed. 

Trainers should note that the records suggested for each child are only an indicative list and agencies may have more specific guidance and procedures on the records foster carers should be provided with and those the records foster carers are expected to keep on children in their care.

The discussion should cover the following issues:

· Alan Douglas

Alan has only begun to receive short break fostering and therefore has not yet crossed the threshold where he is considered looked after under the Children Act 1989 Regulations and Guidance. He will not be subject to the statutory review process. However, good practice requires that the following records be provided to Alan’s carers:

· Essential Information Record Part 1

· Placement Plan Part 1

· The Core Assessment

· Care Plan – In Alan’s case this may be contained in the Core Assessment

· Details of the behaviour plan for Alan so this can also be followed in the foster home.

Records that carers should keep for Alan would include:

· Details of Alan’s behaviour 

· Any significant events

· Details of any accidents or illnesses 

· Dates and details of meetings 

· Correspondence

· Joanna Muldoon

Joanna has been placed in a planned way. On accommodation foster carers should be provided with copies of the following records:

· Essential Information Record Part1 and Part2

· Placement Plan Part 1 and Part 2

· Care Plan

· Core Assessment

Foster Carers should keep the following records on Joanna:

· Dates and outcomes of any medical treatment, this would include a record of her immunisations and the outcomes of her developmental checks. These may be kept in her parent held health record.

· Dates and duration of any accidents or injuries

· Details of contact visits; arrangements and observations

· Observations of  Joanna

· As there is a possibility that Joanna may be placed for adoption, the record on Joanna should also include photographs, information on her likes and dislikes and any favourite toys or activities, as these may make a positive contribution to Joanna’s Life Story Book.  The carers may also be asked to contribute to the BAAF form E Joanna.

· A copy of review meetings and decisions

· Dates and details of meetings

· Correspondence 

· James Simpson

James has been looked after for some time and his move is planned. His foster cares should be provided with the following information:

· Essential Information Record Part 1 and 2 (Both of these should have been updated to reflect the change in placement).

· Placement Information Part 1 and Part 2. (These should be revised with James and the carers) 

· Care Plan

· A copy of the court order

· A copy of the minutes and decisions of his last review

· A copy of the summary and plan for James’ last Action and Assessment Record. (If James is in agreement the carers could be given a copy of the whole record). 

James’ is a long term placement. Carers may therefore need to keep a range of records on James. The would include:

· Dates and outcome of medical treatment

· Dates and duration of illnesses

·  Dates and descriptions of accidents or injuries

· Details of contact visits; arrangements and observations

Details of work undertaken with the child in relation to the objectives in the plan for the child. It may be helpful to complete a regular summary, which can then be shared with the child and the social worker.  

· Dates when the child is away from the home

· Any involvement with the police

· Details of any absences from school, college

· Important events or significant incidents

· Any important certificates, awards and photographs. 

· Copies of school reports

· Details of any theft or wilful damage

· Comments made by the child which cause concern

· Details of behaviour, if this is causing concern

· Observations of the child

· Dates and details of meetings

· Correspondence

· Aisha Nanko

 It will be important that foster carers are provided with enough information to meet Aisha’s needs and to contribute to the development and implementation of the long-term plan for her. Although Aisha may have been placed in an emergency, because she has recently been looked after the foster carers should have been provided with:

· Essential Information Record Part 1 and 2 (Both of these should have been updated to reflect the change in placement).

· Placement Information Part 1 and Part 2. (These should be revised with the carers) 

· A copy of the Core Assessment on Aisha

· Care Plan

· A copy of the court order

The carers should keep the following records for Aisha:

· Dates and outcome of medical treatment

· Dates and duration of illnesses

· Dates and descriptions of accidents or injuries

· Details of contact visits; arrangements and observations. A brief report should be written following each contact visit and copied to the social worker. If the foster carers are supervising contact they should be provided with a written schedule of contact which sets out the reasons why contact is supervised and what information should be recorded.

· Details of work undertaken with the child in relation to the objectives in the plan for the child. It may be helpful to complete a regular summary, which can then be shared with the child and the social worker

· Dates when the child is away from the home

· Details of any absences from school

· Important events or significant incidents

· Any important certificates, awards and photographs. This will be important as the local authority plan is for Aisha to be adopted.

· Comments made by the child which cause concern

· Details of behaviour, if this is causing concern

· Observations of the child

· Dates and details of meetings

· Correspondence

When each group has fed back the trainer summarises using OHT 2 -4, which provides a summary of the key records carers should make and keep.

Sensitivity Issues

The trainer will need to be aware that some foster carers may have experience of children being placed with them without all the necessary information. 

If the training is being co-run with a member of the Family Placement Team trainers should be aware that some carers may be reluctant to ask what they think are obvious questions.

It will be important to make use of the skills and experience within the group.

Training materials

Flipchart paper

OHT 2 -4

Handouts of OHT 2 – 4

Case Studies 1 - 4

Supporting Materials

SSI (1999) Recording with Care 

NFCA (1996) Record Keeping 
NFCA (1999) UK National Standards for Foster Care

HMSO (1995) Looking After Children: Good Parenting Good Outcomes Training Guide
Exercise 3

The Legal Framework for Recording

Learning Objectives

By the end of the session participants should be able to:

· Identify the legal framework for recording  

· Summarise the key national guidance on recording

· Explain the difference between anonymity and confidentiality in relation to recording

Duration

30 - 45 Minutes

Method

Pair or small group exercise

Discussion/Presentation

Trainer Notes

Introduce the exercise by explaining that this session will begin to explore some of the legal framework that underpins recording.

Each participant is provided with a copy of handout 1.

Split the group into pairs or small groups of no more than four. 

Each group is asked to consider each of the records listed in handout 1 and decide:

Who does the record belong to? 

Who can see the record?

The groups come back together and feedback their answers, which are then discussed. 

Trainers should be aware of how local guidance and procedures have been used to interpret legislation. For example, how foster carers should deal with a request from a parent to see records made by the carer. Trainers may wish to include a brief presentation on local guidance and procedures and provide carers with a copy during this exercise.

The discussion should cover the following issues:

· That if the payment a foster carer receives includes an element of ‘reward’ or ‘payment’ then the foster carers are considered to be social services ‘staff’ and their recording should be treated as part of the social services record. This means that they would be included in any request by a service user to see their social services record.

· If foster carers do not receive any ‘reward’ or ‘payment’ then their records are regarded as ‘third party’ information. 

· If written material, such as a letter, is confidential then its contents will not be shared by the recipient or only with a small select group. If the writer of a letter asks for anonymity, then the contents of the letter may be shared, but not any details relating to the sender.

· If Foster Carers receive an element of ‘reward’ or ‘payment’ then they cannot ask for anonymity.

· Services users have the right of access to some third party information contained in the file. 

· Officers of the court, such as Guardian ad Litems, have the right of access to foster carers’ records, including foster carer diary entries relating to the child.

· Adults, including parents, do not have a right of access to written information on children, unless it is in the child’s best interests for them to see it.

· Children do not generally have the right to see information on adults.

The Trainer should then uses OHP 5 to summarise the legislative and practice framework for recording. 

The trainer should explain that they are not going to look at the legislation in detail as much of the requirements of the Data Protection Act 1998 have already been covered in the previous discussion. 

They should mention that the impact of the Human Rights Act 1998 is not yet known as case law has yet been established. 

The key practice guidance, which support recording practice, are:

The SSI Standards on Recording, published in Recording with Care 1996. These set out the standards used by the Social Services Inspectorate when inspecting social services files. 

Working Together Safeguard Children (1999), which provides guidance to professionals on child protection.

OHT 6 and OHT 7 can be used to review the key principles of the guidance. 

More information on the legal framework for recording is contained in Exercises 1-3 on Recording Skills in the Write Enough CD and web site.

Sensitivity Issues

If the training is being co-run with a member of the Family Placement Team trainers should be aware that some carers may be reluctant to ask what they think are obvious questions.

It will be important to make use of the skills and experience within the group.

Training Materials

Handout 1

Flipchart Paper and Pens

OHT 5-7

Supporting Materials

SSI (1999) Recording with Care 

NFCA (1996) Record Keeping 
NFCA (1999) UK National Standards for Foster Care

The Stationary Office (1999) Working Together to Safeguard Children 

Write Enough (CD and Website) Recording Skills Exercises 1-3 

Exercise 4

Local Guidance
Learning Objectives

By the end of the exercise participants will be able to:

· Summarise and describe to others local guidance, policies and procedures relating to recording by foster carers

Duration:  15 minutes

Method

Presentation of Information

Trainer Notes

Trainers should develop a short presentation based on local guidance and procedures, if these were not covered as part of Exercise 3.

Each participant should be provided with a copy of all-local guidance and procedures.

The sessions should cover:

· Agency expectations of carers

· Support available to carers

· Confidentiality

Sensitivity Issues

If the training is being co-run with a member of the Family Placement Team trainers should be aware that some carers may be reluctant to ask what they think are obvious questions.

It will be important to make use of the skills and experience within the group.
Training Materials

OHT (as required)

Copies of local guidance and procedures

Supporting Materials

Local Policies and Procedures 

Exercise 5

Fact or Opinion?
Learning Objectives

By the end of the exercise participants will have:

· Considered the differences between fact and opinion

· Explored how facts and opinions can be clearly differentiated in recording

Method
Individual Exercise

Discussion

Trainer Notes

Trainers should introduce this session by explaining that one of the most important skills in recording practice is distinguishing between facts and the writer’s opinion or judgement. This session considers the differences between facts and opinions and looks at how records can be written to clearly differentiate between the two

Each participant is provided with a copy of handout sheet 2. 

Participants are asked to consider each of the statements in handout sheet 2 and decide whether it is a fact or an opinion. 

When they have done this they should rewrite each statement they identified as an opinion in a way that makes this clear. 

When all the participants have completed the exercise the group reconvenes and their statements are compared with those on handout sheet 3 and discussed.

It will be important that the trainer emphasises that the suggested rewrites in handout sheet 3 are examples of how the statements could be rewritten to differentiate between fact and opinion and are not definitive.

Optional Activities

Participants can complete part one of the exercise on their own and then work in pairs to complete the second part of the exercise.

Trainers may wish to put handout sheet 3 on acetate.

Sensitivity Issues

If the training is being co-run with a member of the Family Placement Team trainers should be aware that some carers may be reluctant to ask what they think are obvious questions.

It will be important to make use of the skills and experience within the group.
Training Materials

Handout Sheets 2 and 3

Supporting Materials

Local Policies and Procedures 

SSI (1999) Recording with Care 

NFCA (1996) Record Keeping 
NFCA (1999) UK National Standards for Foster Care

Write Enough (CD and Website) Recording Skills Exercise 4

Exercise 6

Recording Skills Parts 1 and 2

Good and Poor Recording

Learning Objectives

By the end of the exercise participants will have:

Explored the key differences between good and poor recording

Had an opportunity to practice effective recording

Considered some tips and strategies for effective recording

Method
Individual/Pair Exercise

Discussion

Presentation

Trainer Notes

Trainers should note that in the draft training programmes this exercise is split into two parts, which come before and after a break. 

The trainer should introduce the session by explaining that this session will look at the differences between good and poor recording. 

Each participant is provided with a copy of Recording Example 1(handout 4).

Individually or in pairs participants are asked to identify any issues in the letter that they think contribute to the letter being a poor example of a record.

The group comes together and discusses their responses, these can be written up on a flipchart. Discussion can be broadened to consider further examples from the participants’ experience. The analysis of the example contained in handout sheet 5 can be used to facilitate discussion. 

Trainer Note: In the Draft training programmes a break is taken at this point, before going on to consider Recording Example 2
Participants are then provided with a copy of Recording Example 2 (handout 6).

Individually or in pairs participants are asked to identify any issues they have with the example.

The group comes together and discusses their responses, these can be written up on a flipchart. The analysis of the example contained in handout sheet 7 can be used to facilitate discussion. 

Individually or in pairs participants are asked to rewrite the record

The group comes together to compare and discuss their solutions. 

At the end of the discussion the trainer uses OHT 8 to summarise some tips for effective recording.

Optional Activities
As an introduction to the exercise participants are split into groups and asked to list on flipchart paper the issues in a record they think help to make a good record. On another sheet they list the issues in a record they think contribute to a poor record.

Feedback is taken from each group in turn.

Recording Examples 1 and 2 are then used as outlined above

Trainers may wish to provide foster carers with a copy of the summary record for residential workers contained in the Recording in Residential Care section of the web and CD version of Write Enough.

Sensitivity Issues

If the training is being co-run with a member of the Family Placement Team trainers should be aware that some carers may be reluctant to ask what they think are obvious questions.

It will be important to make use of the skills and experience within the group.
Training Materials

Handout Sheets 4-7

OHT 8

Copies of OHT

Supporting Materials

SSI (1999) Recording with Care 

NFCA (1996) Record Keeping 
NFCA (1999) UK National Standards for Foster Care

Recording in Residential Care in Write Enough CD and Web Version
Exercise 7

Action Planning for Change
Learning Objectives

By the end of the session participants should be able to:

· Develop an action plan that leads to improved practice

· Reflect on current practice in recording and observation skills

Duration
15 minutes

Method

Individual work

Large group work

Trainer Notes

Explain that the purpose of this exercise is to give participants an opportunity to develop a personal action plan to improve their recording. 

Trainers may wish to explain that participants undertaking or seeking to undertake their NVQ level 3 can use the action plan as evidence.

Each participant is provided with an action plan asking them to think about what action they are going to take or changes they intend to make as well as what support they might need with this. 

Trainers can suggest that participants might like to share their action plan with their link worker, but this is optional.

Optional Activities

The trainer could draw use part of the session to draw up an action plan for the organisation with participants. This could then be written up and fed back to the family placement team.

Participants could be invited to share one point from their action plan. 

Sensitivity Issues

If the training is being co-run with a member of the Family Placement Team trainers should be aware that some carers may be reluctant to ask what they think are obvious questions.

It will be important to make use of the skills and experience within the group.
Training Materials

Action Plan Proformas

Supporting Materials

SSI (1999) Recording with Care 

NFCA (1996) Record Keeping 
NFCA (1999) UK National Standards for Foster Care 

Action Plan – Recording
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