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1 Purpose
1.1 To ensure all staff are aware of the Directorates policy and practice requirements in relation to access to records and later life letters.
2 Scope
2.1 This procedure applies to all staff within Children’s Services or those providing services directly to children and care cleavers on behalf of the directorate.
3 References
3.1 Data Protection Act

3.2 Access to Records Procedure 
3.3 Maintaining Written Records Procedure & Policy

3.4 Removal of Files from Office Bases

3.5 Life Book/ Life Work for Children in Care

3.6 Children Act 1989

3.7 Support & Guidance for Children Leaving Care

3.8 Freedom of Information Act 2000

4 Definitions
4.1 A record or file is any written record of communication in relation to any activity/ discussion/ or contact, relating to social work with children in care, or their families and care leavers.

4.2 This can take the form of paper records and electronic records held by Children’s Services or those providing services directly to children and care leavers on behalf of the directorate.
4.3 A Later Life letter is a document which should be given to children and young people as part of Pathway Planning
5 Action
	Action
	Person Responsible

	5.1 
	Barnsley MBC currently has a Subject Access Request (SAR) procedure whereby service users, including children in care & care leavers, can access redacted files. 
	Business Support

	5.2 
	When a Barnsley child in care or a Barnsley care leaver requests a SAR, the amended form (Appendix 1) should be used with the applicant. This form offers the option of using the request to seek specific information supported by documentation from the file records, or request a Later Life letter.
	Social worker

Personal advisor

Connected Professional

Business Support

	5.3 
	When the form is completed, an allocated file worker will be identified in order to process the application. This will usually be the child’s allocated social worker (if the child is in care) or Personal advisor (if the child is open to the Leaving care service)
	Business Support
Social Worker

Personal Advisor

	5.4 
	If the worker cannot be identified in 5.3, a Service Manager will advise as to who the task will be allocated to.
	Business Support

Service Manager

	5.5 
	The allocated file worker’s responsibility is to ensure deadlines are met and update the service user accordingly
	Allocated File worker

	5.6 
	The allocated file worker should use BMBC access to record procedure in order to retrieve and return the child’s file for use in this process (appendix 2).
	Allocated File worker

	5.7 
	Business support will inform the allocated file worker when the files are available
	Business Support

	5.8 
	If neither of the categories in 5.3 applies, the Service Manager Children in Care will clarify who will be responsible for collating the information request and identify an allocated file worker
	Service Manager

	5.9 
	Prior to any requests by children in care or care leavers requesting SAR, a Life Letter should be completed by the allocated social worker
	Social Worker

	5.10 
	This procedure for Life Letters does not replace SAR. However, SAR requests can sometimes result in files which are heavily redacted due to not being able to get third party consent. This then has little meaning for the young person. It is the responsibility of the child’s allocated social worker, therefore, to complete a Later Life letter which should be recorded as a review outcome.
	Social Worker
Independent Reviewing Officer

	5.11 
	When a child in care, or young person, is transferred to the leaving Care Service in order for a Pathway Plan to be completed, the allocated social should have completed a ‘Life Letter’. This explains why the child came into care and summarises their journey in care. 
	Social Worker
Personal Advisor

	5.12 
	In order to complete Life Letter the social worker should use BMBC access to record procedure in order to retrieve and return the child’s file for use in composing the Later Life document (appendix 2).
	Allocated File worker

	5.13 
	Business support will inform the allocated worker when the files are available
	Business Support

	5.14 
	The quality of this documentation should be able to answer the young person’s questions. Therefore this document should explain in detail the likely questions a young person might have in regard to their time in care.
	Allocated File worker

	5.15 
	In order to facilitate this, meetings should be arranged by the social worker with the young person in order to clarify any questions which the child in care may have.
	Allocated File worker

Service User

	5.16 
	The leaflet (attached) should be used to encourage the child in care to think about what they want to know, explain the process, and think about what support they might need when reading it.
	Allocated File worker

	5.17 
	When writing the Later Life letter, the worker should always remember

· It is a letter, not a report

· It is for a young adult

· The worker knows the young person and should be able to communicate clearly in the letter to the young person

This will influence the style in which the letter is written
	Allocated File worker

	5.18 
	A Later Life letter should be written for every child irrespective of any life story work previously written in order to add to the information the young person may need to have available as they grow older and leave care. The Later Life letter should be ready for the review which considers the Pathway Plan (i.e. when the young person is aged 15 ¾)
	Social Worker

	5.19 
	The letter should accurately reflect the child’s birth family circumstances and honestly reflect the child’s history. Facts should be distinguished from opinion with explanations, but not excuses, offered for decisions made. If there was abuse, this should be acknowledged, with a clear statement that the child was not responsible or at fault. Any subsequent actions taken should be recorded with reasons why these actions were taken. Workers should not feel any need to construct a ‘cover story’.
	Social Worker

	5.20 
	When writing the letter, workers should exercise caution when identifying particular pieces of information (e.g. specific addresses). This should be explained and clarified.
	Social Worker

	5.21 
	Much information will be sensitive and the social worker should exercise judgement, caution and sensitivity in what is recorded and how it is phrased.
	Social Worker

	5.22 
	Later Life letters should be quite lengthy if they are to do justice to the information required and what needs to be shared. It will be helpful to divide letters up into sections with prefaced phrases which explain each section 
	Social Worker

	5.23 
	Close attention should be paid to language. Avoid social work or other ‘professional’ jargon. If there is a need to use a complex word, make sure there is a clear explanation of the meaning.
	Social Worker

	5.24 
	Try to personalise the letter where appropriate. Anecdotes from you as the child’s social worker or others can be included. It is important to balance some of the negative information which will need to be included and may upset the young person with positive comments about the child and their time in care
	Social Worker

	5.25 
	The author of the Life Letter should contact previous social workers, foster carers and any others involved in the child’s life in order to seek, clarify & record information
	Social Worker

	5.26 
	Authors of Later Life letters should ensure that the presentation is clear and attractive, using the correct font size and that it can be read easily. The document should be proof read and have final sign off by the Team Manager
	Social Worker


6 Documentation

6.1 Request Form
6.2 Third Party Consent

6.3 Records retrieval/ return form

6.4 Format for Later Life letter guidance

Appendix 1
BARNSLEY METROPOLITAN BOROUGH COUNCIL

DATA PROTECTION ACT 1998

APPLICATION FOR SUBJECT ACCESS
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Data Subject’s Name:

Address:









Postcode:

Other Contact details (e mail/mobile)
Your name if you are not the data subject:
Relationship:
Contact details:
N.B. You will need evidence of your authority to act on the Data Subject’s behalf before this application can be processed (attached).

Please state what information you require about your time in care. Rather than having a whole file redacted, it would be helpful if you could give specific details of what your priorities are in regard to the information you require e.g. why you came into care; what happened at a specific placement; a particular period of time etc etc. Or anything else which you would like to know.







We can also offer a Later Life letter. This is a document written by a worker which provides a detailed summary of your time in care. This can be supported by relevant documentation and can provide a much better account of your time in care.

Specific Issues

Later Life letter  

SAR redacted file


Signature:





Date:


Signature:





Date:


Return this form to: Steve Horton, Business Support Team, Corporate Mail Room

PO Box 634, BARNSLEY S70 9GG

Guidance for Applicant
To enable your request for access to be processed promptly, please complete the form above, providing as much information as you can.

You also need to provide satisfactory proof of identity e.g. driving licence, passport, recent correspondence addressed to you.  The Council is empowered to charge a fee.  The fee is £10 and cheques should be made payable to BMBC.

If you are requesting access on behalf of another individual you will be required to provide written authorisation from the data subject to evidence that you have the authority to act on the Data Subject’s behalf.

--------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

For office use only.

To be completed by the person receiving this application

Date form received on:


at



(location)


By





Directorate

Identification submitted by applicant:


(type of identification)

Reference number of identification:

Fee receipt no:

(if collected)


Form referred to



Directorate


Date form fowarded:


Directorate Data Protection Liaison Officer informed
Date:

BARNSLEY METROPLITAN BOROUGH COUNCIL

CHILDREN YOUNG PEOPLE AND FAMILIES SERVICE

THIRD PARTY CONSENT TO ACCESS RECORDS

I,  ............................................................. of  ........................................ 

...............................................................................................................

hereby give permission for Barnsley Children Young People and Families Service to provide 

............................................................... of ...........................................     

...............................................................................................................

to request  my social work records on my behalf.

Signed:








Print Name:







Date:









Appendix 2

Appendix G

RM7

BMBC RECORDS ADMINISTRATION and DIGITISATION SERVICE

	RECORDS RETRIEVAL REQUISITION



	REQUESTED BY:  
	EXT:  
	DATE REQUESTED: 
	

	DEPARTMENT: 


	LOCATION: 


	TIME REQUESTED:
	

	RECORD TYPE:      BOX           FILE         OTHER 

CONFIDENTIAL:      Y              N



	Courier:              Scan to Printer:         NETWORK Printer ID:________________

                                  Scan to email:



	TITLE
	
	BOX NO
	FILE NO

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	REQUEST TAKEN BY: ___________________________________________

DATE RECEIVED: ___________________________

TIME RECEIVED:  ___________________________




Appendix K

RM11

BMBC RECORDS ADMINISTRATION and DIGITISATION SERVICE

	RECORDS RETURN FORM



	REQUESTED BY:  Sue Norris
	EXT:  2342
	DATE REQUESTED: 
	

	DEPARTMENT: Children Young People and families


	LOCATION: 

Berneslai Close


	TIME REQUESTED:
	

	RECORD TYPE:      BOX           FILE         OTHER 

CONFIDENTIAL:      Y              N



	

	TITLE
	
	
	FILE NO

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	To be completed by Records Management:

REQUEST TAKEN BY: ___________________________________________

DATE RECEIVED: ___________________________

TIME RECEIVED:  ___________________________




Format for Later Life Letter 
Beginning the Letter
Begin by introducing yourself, stating the length of your involvement with the child, what you have been asked to do and how you have gone about composing the letter
If previous significant social workers were involved, give their names, and when and why they were involved;

Give the names & addresses of any placements, as well as the dates in placement
Be clear that if the child does not understand something, or has any other questions, then you as the social worker, or the Personal Advisor, or another person will help them by investigating further.
If you reference any documents, don’t forget to print them off and label them.
Description of Journey in Care
Begin with some background in regard to social care’s involvement prior to coming into care.
Whilst older children & care leavers have an understanding of their family history, it is often at this point that any information about more distant birth relatives who did not play a significant part in their early life can be clarified. 
Details of family members should recorded in a genogram or family tree. 

Children in Care & Care Leavers also want detailed information in regard to their care placements. 

· Explain each situation including where the child was living, the whereabouts and situations that may have happened whilst in placement
· Describe significant people who were involved with the child: 

· Full name & role;

· Physical description, appearance and personality. 

· Include as much information as possible about the child’s background and upbringing, education, work, interests and health and about their relationships whilst in placement. 

Where siblings have been placed separately from the child include as much information as possible about their situation
The Department’s Involvement
· There will already be a chronology which may help the worker to structure the events which were key to the child’s journey in care. However, the letter should explain such events in a much more personal way to give an overview of the child’s experience in care. 
· Reference will need to be made to contact notes and reviews in order to piece this together in a coherent way which has meaning for the child/young person
· It should explain the process and what was happening to the child whilst events were unfolding (e.g. where the child was living and who was caring for the child);

· Include all of the child’s moves and changes of care along with information about previous carers and their families which may be significant for the child e.g. names of children, particular holidays they may have enjoyed, names of teachers/schools etc.; 

· Provide clear explanations of when and why crucial decisions were made, including information about any court processes 

Although children remain in care, many continue to have significant contact with birth family. Wherever possible, the letter should explain the birth parents’ attitude to social care’s involvement, any responsibility they are able to take for the events which have led to the young person being in care, and the hopes we all have for the child’s future, ensuring that these are supportive of the child and child centred;
Ending the Letter
Convey your best wishes for the child’s future, ask them to contact back if there are any points they want further information or clarification on and comment on being part of the child’s life in a simple and balanced way. Make sure you get back with any addendums to the letter if required

As far as possible your final greetings should be consistent with the tone of the letter generally.

















































































