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1.
GENERAL
Records are clear, up to date, stored securely and contribute to an understanding of the child’s life. Outcome Standard 26 NMS 2011
1.1
Fostering Services Regulations 2011 identifies that Fostering Services are required under Regulation 31 to keep a register of foster carers.  Regulation 22 requires that a register of each child placed with those foster carers is also maintained with the following details:

Schedule 2 Fostering Services Regulations 2011
· The date of placement

· The name and address of the foster parent 

· The date on which the child ceased t be placed there

· The child’s address prior to placement

· The child’s address on leaving the placement

· The child’s placing authority (if it is not the fostering service provider)

The statutory provision under which the child is placed with the foster parent

1.2
Schedule 2 (3) Fostering Services Regulations 2011   also requires that a record is kept of all accidents occurring to children whilst placed with foster carers. This is done by foster carers completing a Specific Incident Record which is sent to the supervising social worker and collated by the Fostering Service.

1.3
The Fostering Service Regulations requires that a case record is established for each foster carer covering the carers assessment and approval, children placed, and other matters set out in regulation 30  

1.3
The Directorate’s Recording Policy applies to all Fostering Service staff. Information recorded should be non-stigmatising and distinguish between fact and opinion.

2.0
CONFIDENTIALITY
2.1
Foster carer files are kept electronically. Historic paper files are kept in archive. 

2.2
Only staff employed by the Authority are authorised to access electronic data stored on the Authority’s databases. Any confidential information stored on computer should be password protected.

2.3
All staff should observe the Confidentiality Policy. 

2.4
Foster carers should be asked to confirm in writing that:

· They will keep all information confidential

· They will store all confidential information in a secure location

· They will return all the information to the agency if requested to do so

2.5
Before appointing Central list members, (see Halton’s Fostering Panels Statement of Arrangements 2011) the agency will inform them in writing of the confidentiality requirements that apply to fostering work. Prospective members will be required to sign a confidentiality agreement before being appointed. The fostering service’s administrative records contain all significant information relevant to the running of the foster care service and as required by regulations.
3.0
FOSTER CARERS FILE
Practice Guidance 

The Foster Carers Electronic Case Record should contain:
Front sheet with key information

Placement Record

Carers’ Matrix

Case Records

· Case Record sheets

· Supervising Social Worker Visit Records

· Case Consultations

Approval Documents

· Initial Enquiry

· Applicant Questionnaire

· Application Form 
· Initial Visit

· Local Authority Checks

· Form F

· References

· Minutes of Panel Approval

· Agency decision-makers decisions

· Carers’ Agreement

· De-Registration Form

Training

· Personal Development Plan

· Training Programme

· Training Profile

· Certificates of Attendance

Reviews

· Supervising Social Workers Review Report

· Carers’ Report 
· Carer Review Monitoring Form 
· Reviewing Managers Report

· Social Workers’ View of Placement

· Young Person’s View of Foster Placement

End of Placement Reports

· Social Workers’ End of Placement Reports

· Foster Carers’ End of Placement Reports

· Children’s End of Placement Reports

· Parents’ End of Placement Reports

· End of Placement Review

Matching Minutes

Disruption Meeting Minutes

Correspondence

Statutory Checks

· Record of DBS checks

· Lead Signatory Decision

· Medical Checks

· Consent Form for Medical Examination

· General Consent Form

Allegations

Other Checks

· Health & Safety 
· Safer Care Policy

· Pet Questionnaire

Insurance Claim Forms

Enhanced Payment Agreement

Confidential

File Audit Documents

3.2
The Administration Support Officer is responsible for establishing the file and the Fostering Service social worker will be responsible for maintaining the file.

3.3
The location of any information which cannot be stored on the foster carer case file because of its format e.g. story book or audio-visual, should be noted on the case file.

4.0
STORAGE
There are efficient and robust administrative systems, including IT and communication systems. Premises have: 

a. Facilities for the secure retention of records; 

b. appropriate measures to safeguard IT systems; and 

c. an appropriate security system. Standard 27.1 NMS 2011

4.1
All foster carer files and records should be kept in a locked cabinet and protected from the risk of damage by fire or water.

4.2
Foster carer files will be kept for 35 years from the date of closure and for at least 10 years after their death or the refusal/ withdrawal of their application to be a foster parent.

4.3
All closed files are stored appropriately.

4.4
Personnel records pertaining to Panel members are kept by the Panel administrator and stored in locked filing cabinets.

.

5.0
ACCESS TO FILES
5.1
Foster Carers

5.1.1
A foster carer may have access to all parts of their file except those deemed to be confidential under the  Access to Records/Subject Access Requests Policy.
PRACTICE GUIDANCE

Service users and members of the public are allowed to see any records the Directorate holds about them under the Data Protection Act 1998. Requests must be in writing and responded to within 40 days.

Any disclosure of information is subject to a confidentiality agreement.

5.2
Staff, Fostering Agencies and Local Authorities

5.2.1
From time to time access to the Council's foster carer case records may be requested by:

· Directorate Management

· Directorate staff

· Local Authorities making enquiries about prospective foster carers

· Those holding an inquiry under section 81 of the 1989 Act (inquiries) or section 17 of the Act (inquiries) for the purposes of such an inquiry

· The Secretary of State;

· The registration authority

· The Commission for Local Administration in England, for the purposes of any investigation conducted in accordance with Part 3 of the Local government Act 1974;

· A court having power to make an order under the Children Act 1989 or a guardian acting for the child in proceeding

· Any person appointed by the agency for the consideration of any representations (including complaints)

5.2.2
In most circumstances information from case records should only be provided if the subject of the enquiry has provided written consent to the enquiring agency for the information to be disclosed.

5.2.3
Information provided in response to statutory enquiries from other agencies must be approved by the Principal Manager. If the name of any person other than the subject of the enquiry is to be disclosed within this information, consultation must first take place with a Senior Manager/Legal Services. This applies whether a third party is a child or an adult.

5.2.4
A written record shall be kept of any access provided to a foster carer file or any information disclosed. The record should be made on the case file and in the Fostering Services Access to Records Log.

5.2.5
Any person other than the foster carer, who accesses the foster carer case records or the information contained within them, should first give agreement in writing to keep the records safe and the contents confidential.
6.0
AUDITING
6.1
It is the Principal/Practice manager’s responsibility to audit case records in line with the Directorates case recording policy and a checklist specific to the team’s work.

6.2 
Records will also be considered during Children and Families Practice Audits

7.0
RECORDS HELD BY FOSTER CARERS
7.1
The following records are held/maintained by foster carers:

Foster Carer’s Records
Staff, volunteers, panel members and fostering households understand the nature of records maintained and follow the service’s policy for the keeping and retention of files, managing confidential information and access to files (including files removed from the premises). There is a system in place to monitor the quality and adequacy of record keeping and take action when needed. Standard 26.2 NMS 2011

· Child’s Personal Health Record. When a child under 5 years is placed, they will already have a ‘Child Personal Health Record’. Records should also be kept of all significant aspects of the child’s health needs, such as:

· contact details for the GP, Dentists, and any other health professionals

· the child’s medical and medication needs

· hospital & other medical appointments

· immunisations and vaccinations

· If the child moves to another care placement, or to adoptive carers, the record must be passed to the new carers.

· Contact Record Sheets. Record the child’s contact with birth family and others.

· Specific Incident Record Sheets. Record any significant events concerning the foster child e.g. accidents and use of sanctions

· Children in Care Documentation – PP1 and 2, Care Plan, Reviews

8.0
RECORD STORAGE IN THE FOSTER HOME
8.1
Paperwork regarding children must be kept confidential and be stored in a secure, locked container (e.g. a filing cabinet or secure box). The Fostering Service can provide a lockable container.

8.2
If the child moves to another placement or returns home, all the documents must be returned to the child’s social worker and/or supervising social worker
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