	Interim Recording Process - Family Safeguarding Model


	1. Creating a New Workbook Episode - Existing Client Referrals

	The child’s social worker should open a new CS Master Workbook form in the first instance and after every group supervision meeting thereafter:
· Search for the eldest child and go to the referral for that individual
· Go to forms

· Add new form “CS Master Workbook (CS21001.1)” and save
· Edit Form and fill in the start date and the names of each worker assigned to the intervention summaries

The purpose of the “CS Master Workbook” is to keep a record of all ongoing FSM activity.

	2. Intervention Summaries



	All FSM activity (group work, interview, visits, individual sessions and meetings) should be recorded in the Worker Intervention Summary word document. This can be found in the relevant folder on the I Drive -  please use the one most relevant to your role.

· Summaries should be kept up-to-date and stored in the designated area for your team on the I Drive
· Summaries should be attached to the CS Master Workbook form in Care Director every 3 weeks (see process for attaching below) or more frequently if deemed necessary.
Any significant events that occur during the course of your summary must be recorded as a case notes in Care Director and marked as significant. This will ensure the information is pulled through to the chronology.

For significant events that occur during a visit – these must be recorded as significant using the visit forms in Care Director.
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Please Note: The text from this field will be used to create a significant event and form part of the chronology.




Visits
· The details of any visits undertaken as part of the intervention programme should be captured in the summary document. However, you must still open a visit form in Care Director and fill in the required fields (right) for reporting.
· If the visit is significant, please record details in the visit form

· Otherwise, as the detail of the visit will already be in the Worker Intervention Summary, then a note to say “Please see Worker Intervention Summary attached to the Master Workbook for details” and include details of who was seen.


	3. Parenting Modules

	The parenting modules should be recorded in the Parenting Modules word document. This can be found in the relevant folder on the I Drive
· This should be attached directly to the CS Master Workbook form every 4 weeks (see Appendix A)


	4. Group Case Supervision

	Group supervision meetings should take place once a month
Before each group supervision meeting, all workers involved with the case must ensure they have done the following:

· Attach the latest copy of their summary to the CS Master Workbook form in Care Director and update the content of the form to say they have attached it.
· Update the CS Master Workbook form with the RAG rating for their summary 

The child’s social worker must then close the form – this will automatically notify business support who will need to do the following:

· Open a CS Group Case Supervision form on Care Director for the relevant child

· Copy and paste the outcome and analysis section from each workers summery and paste the this into the corresponding field in the CS Group Case Supervision form

Following the group supervision meeting, the child’s social worker should clone the Workbook and Group Case Supervision documents to the relevant siblings.

If work with the child/family is continuing then the child’s social worker should open a new CS Master Workbook document (see step 1. above)



Appendix A
How to attach to a Form in Care Director
This allows the word documents to be directly attached to the Workbook form in CD
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Search for person
· Double click to open active referral
· Go to forms
· Double click to open CS Master Workbook
· Go to Attachments (see screenshot)
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· Add new attachment  
Frequently Asked Questions
Which cases should I use the Workbook for?

All new cases and those identified at transfer meetings. These can consist of CP, CIN, Pre Proceedings and Care Proceedings.
Should I continue to record phone calls or emails as case notes in Care Director?

Unless it is a significant event, all case notes you would normally record on Care Director should be in the Summary word document. 

If it is a significant event, you should record the case note in Care Director as normal as well as your summary document.

Will I still have to record in the Core Group meeting and CIN Plan/ Meeting forms in Care Director?

Core Group meeting and CIN Plan/ Meeting recording should continue as normal
Definitions
	Workbook
	Where all of summaries and modules for the family intervention programme will be held

	Intervention Summary
	summary of all work undertaken on a case


