Recording a Case Note

The Case Note is used to record day-to-day activities on a child/young person’s
case. Prior to ICS these were known as running records.

The Case Note will record a specific event or activity relating to the same specific
event in a single Case Note or a series of events as in a ‘running record’.

Everyone involved with the child must record their activity in a separate Case Note.
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Digital Signature

DO NOT click Sign Now as this will lock the Case Note for

editing or deleting if added in error to the wrong child =

1. The Case Note can be edited/updated and saved

2. When the Case Note is Saved - an option to Workflow the Case Note is
available

3. Check the Case Note has saved successfully before closing the Case Note
4. Only text in the Case Note Summary is visible in the Chronology

5. Text add to the Case Note Summary is not visible in the Case Note Report so
repeat this detail in the Case Note Detail

6. Always add the name and job title of the person recording the Case Note in the
People Present field as this detail will show in the Case Note Report

7. Record the Case Note Summary headline followed by a full stop as part of the
Case Note Detail — when the Case Note is saved, the headline will automatically
populate the Case Note Summary field

8. Case Notes can be cloned to siblings — see User Guide on Kent Trust Web —
Cloning a Case Note

9. A single Case Note can be printed using the Export/Print button

10.Multiple Case Notes can be printed by running the Case Note Report — see User
Guide on Kent Trust Web — How to produce reports from Capita One




