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POLICY

Written and verbal communication among professionals is vital to the quality of the child’s file.  A record is always written; it is a formal, legal documentation of a child’s history and progress. The student record is a legal document and may be used to provide evidence in court, many factors are considered in recording.  Personnel not only must maintain the confidentiality of the student’s file but also meet best practice standards in the process of recording. 

Guidelines for Recording of Student’s file:

The process of making an entry on a child file is called “recording or charting”. 

Generally, personnel communicate through discussions, reports, and records.  A discussion is an informal oral consideration of a subject by two or more people to identify a problem or establish strategies to resolve a problem i.e. Contact Notes.  A report is oral, written or computer generated communication intended to convey information to others.  For instance the data base, Assessments, child and family needs, referrals and FPA and child curriculum based outcomes are examples of “charting” on forms.  This information is used to plan, evaluate and monitor progress and outcomes whether it is educational, social or health data.

Communication

The file serves as the vehicle by which different personnel who interact with the child and family communicate with each other.  This prevents fragmentation, repetition, and delays.

Legal Documentation

The file is a legal document admissible in court as evidence.  A record is usually considered the property of the agency.  The Federal and State Court system and the legal guardian have a right to the information in the record on request.  

Quality of Assurance Monitoring

The child’s file is used to monitor the completeness and timeliness of information collected and the people responsible for collecting that data. This may also be referred to as an “audit”.

Statistics

Statistical information from the child’s record helps our agency anticipate and plan for future students’ needs. This information is used for PIR as well as for Grant Writing Opportunities.

Reimbursement

Documentation also helps a facility receive reimbursement from the federal government.  One such document is the USDA Medical Food Substitution form that the physician must fill out and sign for food allergies.

PROCEDURE
· Timing -- For each notation, documentation of the date of the recording and the time “if contact log” is essential not only for legal reasons but also federal performance standards deadlines.  Documentation  in notes on the data base should also be done as soon as possible after conversation has ended. It is expected that all contact pertaining to or with a family will be entered in the notes within 48 hours of the contact.   Never record before the contact has taken place.
· Timing of Filing – All items such as Screenings, court documents and portfolio samples will be filed into the child’s paper file within 48 hours. 
· Confidentiality – The student’s file is protected legally as a private record of the child and family’s history and the progress as it relates to educational, social, and overall health and well-being.  Access is restricted to personnel involved in direct contact and those with “need to know” status. Those with legal guardianship may review and request copies of the record. In no instance may personnel allow access to a student’s record by significant others or any person other than the Federal or State court system and the legal guardian(s) without a revocable Authorization for Release of Information signed and dated.

· Permanence – All entries on the student’s hard copy record are made in dark blue or black colored ink so that the record is permanent and changes can be identified.  Dark colored ink is generally required because it reproduces well in the duplication process.  Entries need to be legible.  Hand printing or easily understood handwriting is permissible.

· Signature – Each recording in the case notes needs to be entered by the individual making the note as the system automatically puts in the signature. Also if the note is being put in on a different date than the date the note is referring to please note the correct date in the body of the case note as the system automatically dates it with the date the note is entered. 
· Accuracy –It is essential that records be accurate and correct.  Accurate notations consist of facts or exact observations, rather than opinions or interpretations of an observation.  It is more accurate to write “refused well-child exam” (fact) than to write “was uncooperative” (opinion).  To note that the parent was “crying” (observation) is preferable to noting that the client “was depressed” (interpretation).  This may or may not be a fact.  If the parent states “I’m depressed” this is a direct quote and should always have quotation marks around the statement.  Correct spelling is essential for accuracy in recording.  If unsure how to spell a word correctly, look it up in a dictionary or your computer’s spelling and grammar check.  When you make an error in the hard copy file, draw a line through it and write “error” above it with your initials.  Errors should never be erased or blotted out, so that there is no doubt about the charting error that was made.  If the nature of the error is not clear, it is helpful and legally acceptable to note an explanation.  An example may be “charted for wrong child”.  If a blank appears in the notation, draw a line through the blank space so that no additional information can be recorded at any other time or by any other person and sign the notation. (first initial of first name, last name and title.  Errors in the data base notes are permanent once the note is saved. If you become aware that an error has been made make a new note with the explanation of the error and the date the note was made with the error in it. Only the administrator has the clearance to delete notes and this will only be done in the case of a privacy issue where a note was made in the wrong child’s file.  If a staff member becomes aware that a privacy error was made he or she needs to notify the supervisor who will contact the administrator. 

· Sequence – The events documented must be in order of which they occur; for example; telephone conversations may start with your concern and continue with their response. Both in quotations, hopefully the notation will end with an appropriate response to the problem and a plan for resolution if needed. Follow up will result in an additional notation, when it occurs.
· Appropriateness - Only information that pertains to the problems and plan should be recorded.  Irrelevant information should not be entered in the child’s file. 
· Use of Standard Terminology – Personnel need to use only commonly accepted abbreviations, symbols, and terms that are specified by our agency; if the record (FILE) is used in court as evidence, other professionals responsible for interpreting the data can do so correctly.  Many abbreviations are standard and used universally, if unsure, spell the word out.
· Completeness and Brevity – Recordings need to be brief as well complete, to save time in communication.  The information that is recorded needs to be complete and helpful to other professionals with the “need to know” that are recording in the chart or reviewing it.
· Legal Awareness – Accurate, complete documentation should give legal protection for our staff and agency.  For best legal protection, Head Start personnel should adhere to agency policies and procedures for documentation in all situations, especially in high- risk situations i.e. (separate form for Child Abuse Reporting).  

This policy complies with Head Start Performance Standard 1304.51 (g) pg 184§ 1304.51 Management systems and procedures.

