
	C. CASE NOTES OVERVIEW

	Case management step 
	Throughout the case management process

	Core / supplementary form
	Supplementary form

	When to complete
	Entries should be made on an ongoing basis throughout the case management process and as soon as possible after an action is taken or relevant issues relating to the child arise.

	Who should complete
	Assigned caseworker to the case.

	Purpose of form
	To provide a detailed timeline and history on all actions taken by the caseworker on the case and to record information not captured in the case management forms. 

	
	

	CASE NOTES

	Case ID number:

	DATE dd/mm/yy
	SUMMARY OF ACTION / NOTES Entries should be objective and based on fact, observations and professional judgement (i.e. without assumptions and personal bias)  and written in a clear and concise manner (e.g. tried to conduct ad-hoc home visit, but child and family were not home. Re-try tomorrow.). Where needed reference can be made to other documentation/forms (e.g. case opened, see case registration & initial assessment form).
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