Youth Case Record
Purpose:
The intent of the following policy is to ensure that each youth served in the program has an organized, official file, which contains pertinent information.  It’s also intended to ensure that the files are kept in an area with limited access.
Policy:
An official case record shall be maintained for each youth receiving services.  Each file shall include the following:

· Chronological Sheet and Youth Demographic Data

· Correspondence

· Individual Plan

· Needs Assessment Information

· Prevention Assessment Tool (PAT) Non-residential only

· Case Management Documentation
· Progress Note Documentation

· Other Information Deemed Necessary
Youth records are marked “confidential” and are maintained in a locked cabinet or a locked room with controlled access, which is centrally located and available to program staff.
Procedure and/or Process:

Upon admission program staff shall establish a case record for each youth in a consistent and orderly manner.

All pertinent information about the youth’s case should be recorded by staff in the case record.  

The Youth Case Record is the documentation of service delivery.  This documentation provides the verification of contractual standards and becomes the focal point for ensuring quality assurance standards are being met.  It is critical that all forms in the case file are complete and correct.  

Counseling and case management activities should be documented on a progress note form and should appear chronologically documenting the youth’s progress toward addressing the presenting problem and achieving goals identified in the Individual Plan.  Clinical entries include a beginning time, ending time, participant name, and the recorders full signature and credential/title and date.  It is important for the entries to provide enough information for a reviewer to ensure quality assurance standards are met without verbal input of the recorder.

Confidentiality Policy dictates that CDS staff will adhere to all confidentiality laws and that prior to information being released from the case file, a release of confidential information must be completed.  In addition to the release form, a supervisor should review and approve the information being released.
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