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Records keeping Policy
It is the policy of Bells Home Care Services to provide a high-quality care service to all our service users. The organisation believes that an effective tool in the delivery of quality caring services is the proper completion of records and acknowledges that good record keeping:
· helps to improve accountability
· helps to show how decisions related to patient care were made
· supports the delivery of services
· supports the making of effective judgements and decisions
· supports patient care and communications
· makes continuity of care easier
· provides documentary evidence of services delivered
· promotes better communication and sharing of information between members of the multi-professional healthcare team
· helps to identify risks, and enables early detection of complications
· supports clinical audit, research, allocation of resources and performance planning
· helps to address complaints or legal processes
Retention, storage & transfer of case records
Care records should be kept in the service user’s home file until uplifted to be returned to the office where they will be stored in the office case notes file. All information is to be stored in accordance with the requirements of the Data Protection (1998).
When a clients notes are in transit from the clients home to the office they shall be transferred in a sealed envelope to be marked “PROTECTED -PRIVATE”. The seal of the envelope should also be signed and dated in order to act as a means of identifying a breach of the integrity of the envelope and possible confidentiality. Notes must remain with the transferring employee at all times when in transit and should not be left unattended at any time when outside of the clients home or office.
Access of case records
Bells Home Care Services recognizes the importance of partnerships with both the multi-disciplinary team and our service users in the delivery of their care. Therefore, service user’s access to their own care records whilst they are located in their own home is by an “open book” policy. This is to mean that the service user or their legal representative is welcome to view the notes at any time. This is not to suggest that information will be available to third parties whom are not part of the multi-disciplinary team that are involved in providing care for the service user. 
Staff are at all times to ensure that client confidentiality is maintained in accordance with the Code of Conduct.
Requests from clients or their legal representatives for access to their notes that have been archived to the office should be made in writing and shall be dealt with by the organisation in accordance with the Freedom of Information Act .
Entries to care records
All entries to client care records are to be contemporaneous; dated, timed and signed, with the signature accompanied by the name and designation of the signatory.
Any alterations or additions are to be signed, dated and timed and are to be made in such a way that any previous entry can still be read.
The organisation requires all staff delivering care to adopt the approach that “if it is not written, it has not been done” with regards to their entries made into client case records.
[bookmark: _GoBack]Bells Home Care Services recognizes that some clients may not wish to have their case records kept in their own home. In this instance the client’s refusal to have their records kept in their own home should be documented, dated and signed. These case records should then be retained in the office in between carer’s visits.
Case records are to be kept in the homes of private clients for a period of one calendar month, or until the conclusion of the service, after which time they are transferred with the clients consent to the office for archive.
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