
Case File Management Procedure

If using a paper file system

1.
New Case Files – Responsibilities of staff 
(for many organisations the admin function is not a separate role)
It is the responsibility of the case worker, on receipt/completion of a referral form, to ensure all case files are made up or that all case papers are presented to the administrator for the making up of the new file and:
· To ensure papers are in an orderly state when handed to admin and are secured against accidental loss (in plastic wallet, large paper clipped, tie-clipped etc)
· To ensure admin are informed how quickly the file will be needed (maximum for five days after the referral is taken)

· Once the file is made up, to check carefully that all data is filed in the correct order and in correct sections, as set out below at 3.

2.
New Case Files – responsibilities of administration staff

It is the responsibility of the admin worker to ensure that new case files are made up on receipt of papers and instructions from other staff, labelled with the client’s name/s and in the following form:

· All files must be of the hardcover ring binder type and have card dividers inserted, each to be clearly marked as follows:

1. Contact Details

2. Summary Sheet

3. Initial Referral 

4. Contact sheet – log of all contacts (phone/email with the client or related to the case)

5. Correspondence

6. Assessment & Client Agreement

7. Therapy /programme sessions/Support & Review Notes

8. Professional Reports

9. Court/case papers

· Correspondence must be filed in reverse chronological order, i.e most recent on top 

3.
File Storage and data protection (see also data protection policies)

When not in use (client not attending, typing not being done etc) files must be stored in lockable filing cabinets situated in offices that are secured (locked) when not in use.  When in use, case files are the responsibility of the case worker who must ensure that:

· Files are not accessible to members of the public/visitors to the office/service users
· The use of a file by a sessional worker is supervised to ensure all rules governing data protection are adhered to

· A sessional worker using a file/working with a client completes the contact sheet recording what contact has occurred and the outcome.

Case files are at all times the responsibility of the allocated case worker, supervised by his/her line manager.

Organisations using the Respect data collection and case management system will find that almost all the above requirements are met by the system but there will still be a need for a paper file for third party information.
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