Example 1



South Area Team









17 Woodbridge Road









East Borough









EB1 3OI

Ms Linda Smith

Flat 22 

Tower Lane

East Borough

EB5 4EI

Dear Ms Smith,

I am sorry that you were unable to come to the CPCC on James yesterday. I am writing to let you know the outcome of the meeting. John’s name was placed on the CPR under the category of Neglect.

I know that you have said that you did not want John’s name to go on the CPR. Therefore, in accordance with local ACPC procedural guidance, I would like to offer that you meet with me and my TM, Jill Tait, in order that we can explain the reasons for John’s registration with you. 

I would also like to make an appointment to obtain your assistance in completing an AAR on John. Although the plan remains that John will return home at the end of the next month, I am of the opinion that an AAR will give us a very useful benchmark of John’s overall development, which will prove very valuable in monitoring his progress following his return home. 

I would be grateful if you could contact me at your earliest convenience to arrange a time to meet.

Yours Sincerely,

Eric Roberts
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Example 2

Sunday

Mrs Wilson arrived to have contact with John. It was an overcast day, but at least it wasn’t raining. I had dressed John in his new jeans, red shirt and his Nike jacket. Mrs Wilson was half an hour late. This isn’t the first time this has happened. Helen was ver apologetic when she arrived, and said that the nine o’clock bus hadn’t come. John was pleased to see his Mum and wanted to know whether they would be going to see his grandmother today. Mrs Wilson was wearing a nice new beige trouser suit, which suited a lot better than some of the outfits she wears.  She also had her hair cut and I wondered whether she had a new man in her life? I told John to give Helen a chance to catch her breath and I made her a cup of tea. I had made sure to have some digestives in, as I know those are the only biscuits Helen will eat. John wanted a coke, but I gave him some orange juice as I think that coke makes him hyperactive. While we had tea Mrs Wilson told me that that she had been for a job interview at the new supermarket in Duke Street. Helen said that she had been offered the job and is due to start next Monday. If this is true then she will need to be a lot more organised than she has been to date, but I didn’t want to upset her as this is the first jo0b she will have had for two years. Helen said that she felt that things were now going her way and that she would be able to have John home as planned next month. Mrs Wilson stayed and chatted for about 20 minutes, but during this time she did make a point of speaking to John and make a big fuss over the painting of ducks in the park that he did in school. When they had gone I used the time to catch up with some work in the garden. They returned on time and Helen didn’t stay too long which makes it easier for John. I’m glad that she was able to take our advice on this. Helen told John that she would see him next week and would phone as usual on Monday, Wednesday and Friday. After Mrs Wilson had gone John had his bath and got ready for bed. In bed before I read him his story John told me that he had had a good day out with his Mum. They had gone to the park and then to his gran’s for lunch. Mum had taken him home to feed the hamster and on the way back here they stopped for a MacDonald’s. John said he liked to see his Mum and would like to go home. I went over the plan for his return home with him, which re-assured him and he was asleep before we got to the end of Prince Cinders.
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Example 1 - Analysis

South Area Team









17 Woodbridge Road









East Borough









EB1 3OI

Ms Linda Smith

Flat 22 

Tower Lane

East Borough

EB5 4EI







[No date]
Dear Ms Smith,

I am sorry that you were unable to come to the CPCC [The use of abbreviations is easier for professionals who use them all the time, but can cause problems for families and non professionals] on James yesterday. I am writing to let you know the outcome of the meeting. John’s name was placed on the CPR [abbreviation] under the category of Neglect. [There is a professional issue here. It would be better to explain registration to a parent and confirm this in writing afterwards, if necessary] 

I know that you have said that you did not want John’s name to go on the CPR. Therefore, in accordance with local ACPC procedural guidance [An abbreviation, followed by something equally as bad, jargon.] I would like to offer that you meet with me and my TM [Abbreviation], Jill Tait, in order that we can explain the reasons for John’s registration with you. [A parent reading this paragraph could think that  the only reason the parent is being offered an opportunity to meet with the social worker and their manager is because the procedures say they have to.] 

I would also like to make an appointment to obtain your assistance in completing an AAR on John. [There are two issues that arise here. The first, again, is the use of jargon. The second is raising another issue in what may be a difficult letter for the parent.] Although the plan remains that John will return home at the end of the next month, I am of the opinion that an AAR will give us a very useful benchmark of John’s overall development, [What exactly does the social worker mean?  This may not be clear to the parent, some further explanation is necessary] which will prove very valuable in monitoring his progress following his return home. 

I would be grateful if you could contact me at your earliest convenience to arrange a time to meet.

Yours Sincerely,

Eric Roberts

[No job title or designation]
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Example 2 - Analysis

The first thing that strikes you about this record is the mass of text it contains. Breaking the text into paragraphs helps the reader, by making it less daunting and easier to follow. 

It can also benefit the writer by assisting to structure the record. Headings can be used to identify key themes and issues and focus recording.

It is important when writing a record that you are clear about the purpose of the record and who it is being written for as this will help you to decide what to include and as important, what can safely be left out. 

In this example the writer seems to be uncertain about why they are writing the record. As a result the record contains a mixture of useful information and unnecessary detail.
Sunday








[No date]

Mrs Wilson arrived to have contact with John. It was an overcast day, but at least it wasn’t raining. I had dressed John in his new jeans, red shirt and his Nike jacket. [These details are unnecessary] Mrs Wilson was half an hour late. [This may be important if mother is frequently late for contact. It would be helpful to know how John reacts to his mother being late. For example, does he become anxious or is he unconcerned because he knows that his mother will arrive, even if she is late] This isn’t the first time this has happened. [As this is a record of a specific contact visit this is unnecessary. However, when preparing a summary or report on contact visits over a specific period of time it would be important to provide details of the number of occasions mother has been late.] Helen [The jumps between Mrs Wilson and Helen suggest that the writer may be unclear who they are writing.] was very apologetic when she arrived, and said that the nine o’clock bus hadn’t come. John was pleased to see his Mum [John’s reaction to his mother’s arrival is important] and wanted to know whether they would be going to see his grandmother today. Mrs Wilson was wearing a nice new beige trouser suit, which suited a lot better than some of the outfits she wears. [This information may be significant if mother’s previous dress had been inappropriate in some way. However, as a general comment on fashion it is unnecessary] She also had her hair cut and I wondered whether she had a new man in her life? [Again, the change in mother’s appearance may be significant but it is inappropriate to speculate] I told John to give Helen a chance to catch her breath and I made her a cup of tea. I had made sure to have some digestives in, as I know those are the only biscuits Helen will eat. [Unnecessary] John wanted a coke, but I gave him some orange juice as I think that coke makes him hyperactive. [This is a record of the contact visit between John and his mother so it is inappropriate to include this here.] While we had tea Mrs Wilson told me that that she had been for a job interview at the new supermarket in Duke Street. Helen said that she had been offered the job and is due to start next Monday. [This is significant information, so although the record is about the contact visit it is appropriate to include it] If this is true then she will need to be a lot more organised than she has been to date, but I didn’t want to upset her as this is the first job she will have had for two years. [This is unnecessary] Helen said that she felt that things were now going her way and that she would be able to have John home as planned next month. [Again this is significant.] 
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Mrs Wilson stayed and chatted for about 20 minutes, but during this time she did make a point of speaking to John and make a big fuss over the painting of ducks in the park that he did in school. [It is important to note that it was not Mrs Wilson’s idea to stay for tea and that she did pay attention to John during this time.] When they had gone I used the time to catch up with some work in the garden. [Completely irrelevant, unless you are Alan Titmarch!] They returned on time [This may be significant if mother has been late returning John in the past. However, if she is always on time it is less significant. It is more helpful and less time consuming to record the exceptions to normal patterns.] and Helen didn’t stay too long which makes it easier for John. I’m glad that she was able to take our advice on this. [It is important to note that Mrs Wilson has been able to respond to advice in order to make things easier for John.] Helen told John that she would see him next week and would phone as usual on Monday, Wednesday and Friday. [If this is the normal pattern it may be unnecessary to record this. However, it is significant that in leaving promptly that Mrs Wilson re-assures John that she will contact him.] After Mrs Wilson had gone John had his bath and got ready for bed. In bed before I read him his story [unnecessary] John told me that he had had a good day out with his Mum. They had gone to the park and then to his gran’s for lunch. Mum had taken him home to feed the hamster and on the way back here they stopped for a MacDonald’s. John said he liked to see his Mum and would like to go home. [Here John reports that contact with his mother had been very positive for him and that he wants to return home.] I went over the plan for his return home with him, which re-assured him [It is important to note that John needed and received some re-assurance] and he was asleep before we got to the end of Prince Cinders. [Unnecessary]
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