Record Keeping

Forms aren’t valid unless they have been signed by both young people and staff where
relevant, including but not limited to Handover form that needs to be signed by the members
of staff handing over and taking over, and mentoring form from young person as well as the
key worker.

Filing a form properly is also a part of its validity. Everything has a designated place
therefore if forms are found loose, they are assumed to be rubbish and often shredded. It is
part of our contract with social services to keep a record of everything including receipts,
rotas, mentoring forms etc. and part of general professional practice and safety. We are
each responsible for that and every single one of us share the consequence if this isn’t done
properly. These are usually found out when we need to defend someone who works here,
evidence something or when we have our annual audit all of which may be too late to go
back and fix but also too late to make a difference. Fill all forms and then ensure they are
properly filed for your safety and ours.

If I or one of the office staff has asked you to spend money, please keep the receipt, write
whose name it was that asked you to spend the money discreetly on the receipt and send us
a picture copy as well so we can give you the money back. Without a receipt we can't.

Also, if you give any money to a young person at all it is the most important thing to get them
to sign for that first before anything else.

Files will now be saved and stored using shared areas. These can be accessed 2 different
ways: Directly through teams or through the computer system.

Through Teams
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Firstly Open Microsoft Teams from the office computer.

When you open teams, you should see a panel
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Click into the channel for the house you are
coneral working at you will see 2 tabs in the top panel
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You can use teams to open, edit, save, and move documents. When creating new files from

old ones such as doing new daily logs you need to save as BEFORE making any changes.
You do that by following the below steps to open and save files.

1. Open the document — From the files, please click into the document you need to edit,

or create a new one by clicking the “+New” button and choose the files you want to
create from the drop-down menu that will pop up.

+ New v T Upload v <3 Sync @
Erskine Road > 01 House Daily Log
[j Name v
2021

2022

O @ House Daily Record Template.docx

OR

n Erskine Road Posts Files v

+ New Vv T Upload v <3 Sync

Erskine Road

| Name

01 House Daily Log
02 Young People

Additional Files

2. Go to file — once the document has opened, you need to open the file tab

House Daily Record Templ...

Home Insert Layout

v [v < |TimesNewRo..

3. Click save as from the tab and “save a copy online”



Save as
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Print
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4. rename as appropriate, daily logs should be saved with the date in the format
“dd.mm.yyyy” after “House Daily Record”

Save As *

File Name

‘House Daily Record dd.mm.yyyy| dacx

Location

D 01 House Daily Log -

Placements - Erskine Road

N o

The file will automatically save in the same folder that it was created in. You can then edit
the documents.

Daily Logs should be saved in the folder for their year, and then the folder for their month.
Please move these to the correct place.

n Erskine Road Posts Files v+

—+ New W T Upload 3 Sync @ Copy link

Erskine Road > 01 House Daily Log

B Name Modified ~
2021 March 24
2022 March 24

Erskine Road > 01 House Daily Log > 2022

[ Namewv Modified ~
01 JANUARY March 24
02 FEBRUARY March 24
03 MARCH About a mint

04 APRIL About a mint



Saving Documents Through the Desktop

m Firstly, Open File explorer from the office computer. The icon will look like this and
will normally be in the task bar.

2. You need to click into the shared organisation area, (the blue icon with the white building
on it)

|~ [ Infinity Alliance

From the unit devices you will have access to the general placements folder and the folder
for the house in which you are working.

i 2 Placements - Erskine Road - Erskine Road
| Placements - General
» Placements - Ramsden - Ramsden

You can then open template documents from any of the folders. Using daily logs as an
example. Open the daily log folder and open the template file.

S v « Placements - Erskine Road - Ers.. » 01 House Daily Log ~ @) 2 Search 01 House Dail...
1 A
Payroll [J Name Status Date modified
Screenshots 2021 e 24/03/2022 17:39
| tribal beauty
‘ 2022 &} 07/04/2022 11:33
> @ Creative Cloud Files
‘ @ House Daily Record dd.mm.yyyy (O] 25/04/2022 11:05
v L&l Infinity Alliance
' @ House Daily Record Template [} 24/03/2022 17:29

> Management - Admin and Finance - Admin

Once the file has been opened you will need to save as to avoid writing over the template
document as Autosave is enabled. Go to File:

u Autoﬁavem [F‘- _,f B = House Daily Record dd.mm.yyyy = Last Modified: Just now ~
Insert Draw Design Layout References Mailings Review View Help
9~ 0 TimesNewRoman ~/ 12 ~ AT A" Aa~ B i= v i= v g = 3=
Paste < B I U~ x ¥ A~ £~ A~ ;‘EEE:EV .

Undo  Clipboard F Font 5] paragraph

Click “Save a Copy” or “Save As” and then click “Browse” to choose the appropriate
location to save to. After you click browse the following window will open, you can then
select the organisation shared area from the drop-down menu on the side and the relevant
folders.

Rename as appropriate, daily logs should be saved with the date in the format “dd.mm.yyyy”
after “House Daily Record”

Daily Logs should be saved in the folder for their year, and then the folder for their month.
Once the correct place has been selected, click save
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Mentoring forms and other forms relating to the young people can be found in the general
folder of the placements section in the Key Working folder. DO NOT save any documents in
the general section. You should follow the above steps to save as in the relevant place.

All things relating to the young people should be saved in their folders in the relevant place.

Younqg Person’s Chronoloqy

A chronology is a timeline of significant/important events that have happened for/to the
young people. Each young person has a chronology that needs to be updated in their digital
files.

This is an example of a chronology.

Date g Event Typeg Events

Key
22/01/2022Normal Event YP Moved into placement. Normal Event
23/01/2022 Normal Event TL went to the shps with Staff and had a cooking session. Missing Episode
24/01/2022|Normal Event TL Played the Playstation with Staff with staff on shift. Absence
25/01/2022 Normal Event TL Went out for a few hours and then returned home and played fortnight.

TL YOT practitioner came into placement and joined TL in the lounge, TL had a meeting
with his YOT officer and Director. TL social worker arrived at the placement at 11:46.

TL played fortnite With Staff on shift, TL shared with staff he has worked in construction
before and he is trying on getting a similar job near the placement.

Stan (YOT) came to see TL and talk about his CSC Test. TL did a cooking session with Staff
on shift. Health
Misting Enlenda ‘;Ii(;jison;;zr:turn to placement and had to be reported missing to EDT and police. CAD -

26/01/2022|Normal Event

27/01/2022 |Normal Event

28/01/2022|Normal Event

29/01/2022
L ——

Input the date that the event occurred on, click on the arrow next to the Event type column
box. Choose the relevant option from the drop down (the drop down menu matches the key
at the top of the document. Insert all the relevant details into the events box, including
people involved, reference numbers for any external referrals e.g. CAD references.
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The box will automatically colour code itself.

Events that would go into the chronology:

- incidents e.g. aggression towards staff, other young people,

- disclosures of a serious nature

- Property Damage

- Missing Incidents

- Absences, including authorised absences

- Missed sessions and

- Any court dates, arrests or lawyer appointments

- Doctors’ appointments

- Visits to or from health professionals

- Accidents that are reported

- Injuries the young person sustains, observations of injuries. Details of how they were
sustained and what actins are being taken.

- Visits from external professionals

What not to record in the chronology

- Young person’s standard activities, e.g. young person went to college
- General sessions
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