Purposes of Recording

· Maintain history for the child or young person

· Protect foster carer from allegations

· Opportunity to reflect on placement and learn from mistakes and good ideas

· Highlight training and development needs

· Highlight issues for the child or young person

· Provide continuity for the child or young person

· Save time and energy – future reference for carers and staff

· Analyse patterns of behaviour – see improvements and problems early
Key Issues and Events to Record (1)

· Day to day record (brief)

· Improvements and achievements of the child

· Any changes or concerns in behaviour or mood – including details of actual behaviour observed, what was happening before it started and your or anyone’s response to it

· Dates or times child is away from foster home – friends, missing, away with family

· Specific incidents, events or changes in circumstances of family members

· Disagreements or complaints concerning any family members and how you dealt with it

· Accidents or injuries even if slight 

· Dates of meetings, attendance and decisions (sometimes these will be part of minutes sent out to you)

· Any medical appointments and treatment/decisions from these

Key Issues and Events to Record (2)
· Contacts with school, social worker, family 

· Contact visits, child’s responses or moods before and after

· Requests for help or assistance

· Times when alternative carers have been give, e.g. babysitters, with detail of who they were and what they did

· Details of any damage or theft by the foster child

· Involvement with police – reasons and outcomes

Key Records to Keep

· Essential Information Record Parts 1 and 2

· Placement Plan Parts 1 and 2

· Care Plan

· Diary or diary sheets – clearly written and dated

· Special Reports as appropriate (E.g. Educational, Psychiatric)

· Correspondence with social worker and family placement social worker

· Copy of review meeting minutes and decisions

· Specific work done by the foster carer and the child (this would usually belong to the child)

· Court orders

· Contact details – arrangements and correspondence/meetings

· Any important certificates, awards and photographs

· Health and Safety – accident/injury sheets

· Medical appointments and outcomes

Legal and Practice Framework for Recording

Legislation

· The Data Protection Act 1998
Repealed the Data Protection Act 1984 and Access to Personal Files Act 1987

· The Human Rights Act 1998

Practice Guidance

Social Services Standards for Recording 1996

Working Together to Safeguard Children 1998

Working Together to Safeguard Children (1998)

Key Principles 

·  Records should be clear and accurate 

· Records must differentiate between opinion, judgements and hypothesis

· Actions and decisions must be recorded

· Information clear and accessible

· Sharing information with others appropriately

Social Services Inspectorate (SSI)

Key Messages 

· case recording is part of the service provided to children and families

· All social services staff working with children should be clear about the principles and purposes of case recording 

· Children and Families should be encouraged to contribute to see and contribute to their records

· Written records should be written in a manner that conveys respect, irrespective of the background or culture of the individual

· Social services departments should have management arrangements in place to support good recording practice.

‘Recording with Care’ (1999)

Some Tips for Effective Recording

· Before you start be clear about why you are recording

· Record as soon as possible after an event or observation

· Avoid Jargon

· Wherever possible stick to the facts

· When you give an opinion separate it from the facts and explain why you have come to that particular opinion

· Record in a way that you would be happy for the child or family to read whet you have written

· Don’t forget to sign and date each record

· Completing regular summaries on younger children and with young people can be a good way of monitoring the child or young person’s progress
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