
Recording on CareDirector 

Personal details 

 Ensure that Client’s ethnicity and contact details are completed correctly- do 
not put parent’s contact details on YP’s page. 

 Ensure PNC number is recorded under Other box on Personal Details page. 

 Danger/Risk box is ticked and details recorded for any high risk young people. 

 All tabs under client details are completed and updated if situation changes  

 Relationships tab should have the details of all family members, especially 
parents and those that the young person lives with. 

 Health tab contains the GP’s details. 

 Legal Status records any LAC, CP involvement. 

 When completing the Education tab, ensure the record displays the correct 
number of hours that the young person is engaging in education. 
 

Contacts 

 Ensure the correct drop-down selections are used for entries (i.e. Mode, 
Meeting Type). 

 Ensure the correct time and date are recorded. 

 Ensure that all statutory appointments are recorded as such and linked to the 
CORRECT programme. 

 The Notes Pen is expanded and all sections completed where there has been 
a session or meeting with young people and other professionals 

 All entries have a heading in the text (eg Session on Victim Empathy, Liaison 
with Children’s Services, Referral to CDS, Incident, etc) and the content 
corresponds to it. If it does not, give reason/s but not excuses- i.e. Young 
person presented in crisis and living arrangements had to be prioritised over 
victim empathy work! 

 ACORDS is used to prompt the content of the case note (Aim, Content, 
Outcome, Risk, Diversity needs, Safeguarding) 

 When recording a supervision session, when looking at Content outline what 
has been covered, how the session went (i.e. did the young person 
understand/ take on board the concepts addressed), is further work needed? 
Include your evaluation of how the session went and young person’s views. 

 At the start of a new Order/Intervention, a contact should be made to indicate 
the sequencing of interventions. 

 Home visits should be recorded as such so it is clear that monthly visits are 
taking place. 

 The reason for making telephones calls or sending letters are clear.  

 All court appearances are recorded as a contact and when there has been a 
change of order that this is reflected in the record. 

 If a decision has been made to reduce/increase reporting frequency this 
should be evidenced in contacts. 

 Any changes to assessments in relation to levels of risk should be noted as a 
contact, as well as on the relevant risk document. 

 A contact should be added for any Frameworki checks that are made 
throughout a young person’s order- not just at the time of assessment! 



 All information received is recorded (calls, letters, emails, reports, etc)  

 All meetings held in relation to young people are recorded and key points are 
noted, i.e. purpose, outcome, who attended.  

 Discussions with members of staff, including managers should be recorded. 

 If you are on duty, ensure that any contacts you add reflect that you are the 
duty worker. 
 

Assessments & Documents 
 

 Ensure all documents that have been received are scanned and/or attached 
(e.g. letters or minutes of meetings) with a contact to indicate when they were 
received. 

 Ensure Assetplus assessments are correctly selected (i.e. PSR All Options, 
Review, Case Closure) to reflect stage of assessment. 

 Ensure completed Assetplus assessments have been countersigned and 
completed in a timely manner following receipt of QA feedback. 

 
Enforcement 
 

 Missed appointments are deemed either acceptable or unacceptable and 
reasons are given in the contact relating to the missed appointment to 
evidence decision making.  

 The contacts record should also evidence that any missed appointments are 
followed up within 24 hours by a phone call (and a warning letter if necessary 
sent out within 2 working days). 

 FTA to be placed in all contact entries where young people have failed to 
attend (if they are ‘already in breach’ these words should appear after FTA 
which will evidence why no further action has been taken (e.g. sending out 
warning letters etc) 

 The enforcement screen is completed for any non-attendances at statutory 
sessions.  

 
Programmes 
 

 Programme screen to be completed with whether or not accommodation is 
satisfactory. 

 Interventions tab to be completed to reflect work being offered. 

 For any Referral Orders, that the Agreed date reflects the date the RO 
Contract was signed. 

 At the end of the Order, the Order is either selected as Successfully 
Completed or Concluded (where there was breach, re-offending, etc). 

 
All the above points should be checked to ensure they have been completed 
and updated as relevant prior to closing a programme off and sending a 
closure request to your line manager. 
 
 
 
 



REMEMBER..... 
 
Recording should always demonstrate: 

- A clear trail of defensible decision making for actions taken 
- Clear evidence of interagency work 
- Clear liaison/consultation with parents/ carers/young person 

 

Record on a systematic basis and shortly after any contact or communication 

is received. 

Remember if it is not on the record, it has not happened! 

 


