FILE MANAGEMENT GUIDANCE

Definitions: Case Recording and File Management
· What you record about a case in a file, a one off record or a central record
· How you organise information and documents within your file
· How you file your client records and how you locate information about a client
· When and how you open, close and archive files.
How do you do it at the moment? 

· What happens to an enquiry by person, phone, email?

· How do you open a file?

· Where is the enquiry filed?

· What is the enquiry recorded on?

· If someone has more than one file how are they traced/managed?

· How do you check the progress on a case?

· How do you ensure you do not forget to do something on a file?
Why case record and file manage? 

· Files look tidy and information within the files can be found easily.

· Client records are kept confidentiality

· Files do not go missing

· Easy to identify the stage a case has reached

· Easy to find files that are in use by other workers/vols

· Easier to undertake file reviews
· Closed files do not clog up the system

· Records in case of complaint or claim for compensation.

· To be used as part of supervision with advisers, to discuss the progression of cases and to identify training and development needs.

· To demonstrate that organisational policies are being followed and that clients are getting a consistent service.

· It ensures that you hold relevant information on your clients so they do not have to keep repeating details of their case.
What is filed?

· Front Sheet/Initial Advice Sheet

· Case Record Sheets

· Authorisation Form

· Copies of Correspondence

· Copies of relevant documents/forms

· Filed in date order with most recent at the top

What is not filed?

· Original documentation

· Passports

· Cheques

· Valuable or personal items
Confidentiality & Access:

· Who has access to client files?

· Where are files stored?

· Auditors access and confidentiality

· Client access to files

· Files removed from the centre

