
4.9 I Rec0td keeoin12 
(I) Policv 

d) 
What did the policies and/or procedures set out in 

relation to record keeping on the following; 

Child ren in foster care 

I I 
1930-1975 
There are no records available which provide any insight o r information in relation to this question 

1975-19% 
No specific policie$ o r procedure$ oillre oillVailoillble. We oillre aware from oillnecdotat evidence provided by some staff who worked oillt the former Tayside Regional Council thoillt 
guidance was in place In relation to the content of c-.1se files and recording, although we have been unable to tocate copies, We are aware from examining case files from 
this period that files followed a set structure which does tMd to suggest that operational guidance was available on this. For example, from review of the foster carer f iles, 
the following standard fife structure wa$ in place: 

Case Records 

• Chronological History 

• Contact Sheets 

• Detail~ Rttords 

• Closure/Transfer Summary 

Documents and forms 

• Parental Consent Forms 

• Birth/death certificat es 

• Application and Resources Forms (finance) 

• M!scellaneous 

O,ildren's Reports 
Carer Reviews 

Contacts and Minutes of Meetings 
Out of Hours Referrals 
Correspondence 

Medical Information. 

1996 - December 2014 

A retention schedule for ~ial work files e:icists from August 1999. This doc::ument sets out that files for children in care/ looked after/ accommodated should be retained 

until the child was 75 yea~ old or for 25 years if the child died before they were 18 years old. 

This was consistent with the requirements for retention of records relating to children which were set out in the Arrangements to Look After Children (Scotland) Regulations 

1996. 

From 2003, guidance/policy on the retention of other records was provided in a retention schedule produced by the Sc:ot1ish Council on Archives Rewrd$ (SCARRS). The 
Council used this to deter mine retent ion schedules. This retention schedule and the subsequent version were compatible with the relevant legal framework In place at the 
t im e. 

From 2014, policy and practice on record s management was govern~ by the Public Records (Scotland I Act 2011, along w ith the SCARRS retention schedule. This required 

that record$ for looked after children be retained for 100 years from date of birth or 2S years from date of death if the c.hild died before 18. 

In relation to the content of case records, we do not have historic versions of operational guidance which w ere in place from time to time within Perth and Kinross Council 

although staff do rec.all such guidance being in p lace when files were paper-based, This guidance would have covered matters such as case recording. retention of 
documents, file structure and organisation. We are aware from examining case files from this period that files followed a set structure similar to that outlined above which 

does tend to suuest that operational auidance was available on this. 



From 200S, the Council moved towards recording on its electronic ta$e management svstem Swift although paper files continued to be used alongside that until 201S when 
case recording became completety electronic. 

There were full suites of guidance on recording information in Swift, induding in depth training on each of t he areas on Swift. Thi s guidance now supports all aspects of 
recording and record keeping. 

1930- 1975 
There are no records available which provide any insight or information in relation to this question 

1975-19!16 
No specific policies or procedures are available 

1996 - December 2014 
A retention schedule for social work files exists from August 1999. This document sets out that adoption and carer flies should be retained for 75 years. This went beyond 
the requirements of the Fostering of Children (Scotland) Regulations 1996 which required that records be retained for 10 years following termination of approval. 

From 2003, guidance/policy on the retention of other records was provided in a retention schedule produced by the Scottish Council on Archives Records (SCARRS). The 
ii. Foster carers Council used t his to determine retention schedules. This retention schedule and the subsequent version were compatible w ith the relevant legal framework in place at the 

time. 

From 2014, policy and practice on records management was governed by the Public Records (Scotland) Act 2011, along w ith the SCARRS retention schedule. 

It is known from the foster carer agreements that there was guidance In place in the foster carer handbook in refation to recording of infor mation. Older versions of the 

foster cilrer hi!ndbook were not retained once updated. However, the 2013 version is still available i!nd notes thilt "'corers hove cm important role to ploy in the plonnin9 
process from their cl-Ose knowledge ond understanding of the ch/Id. By regularly shoring Information obout the child w;th the socio/ worker, Corers O$S/st by providing o fuller 
picture of the child ond his or her needs. This is one of the reasons why Carers are osked to keep a careful note of various aspects of the child's life. Corers should always 
remember that shoring information is on o need to know basis". There WilS also detailed guidance in relat ion to how to keep the diary. 

1930- 1975 
There are no records available which provide any insight or information in relation to this question 

1975-1996 
No specific policles or procedures are available 

1996 - December 2014 
It is tikety that information was contained in ver-sions of operational guidance which e,cisted in the earlie r part of this period, but the~ are not available as older versions of 

guidance were not retained once updiited. There is ii policy on supervision of foster carers which diites from 2009 i!nd which states that visits will tilke plc1ce once per month 
and w ill be recorded, signed by the social worker and foster carer and retained in the carers file. This policy continued to be in place throughout the remainder of the 
period. 

Ill. Visits to children and foster carers 
O,ildren were visited by their own social worker and the guidance on recording was the same as for all interactions by a social worker w ith clients with sections to include a 
record o f all contacts w ith the child and detailed recording sheets to cover events such as a visit to a child in p lacement. 

We are aware from ex:amining case files from this period that fi les followed a set structure which does tend to suggest that operat ional guidance was available on thls. For 

example, from review of the- foste-r carer files, the following standard file structure was in place which included: 

Case Records . Chronological History . Contact Shee-ts . Detailed Records 
Out of Hours Referrals 

Correspondence 



1930- 1975 
There are no records available which provlde any Insight or information in relation to this question 

1975-19<)6 
No specific policies or procedures are available 

iv. Complaints 
1996- 2014 

Complaints policies in place periodlcalty will have provided guidance on recording of Information relating to a complaint. lnformatlon about complaints made agalr.st carers 
would be stored in the caret's file, and where that complaint was made by a child, on their file as well. 

Current retention policy regarding complaints is that case files relating to complaints should be retained for flve years from the last action on the complaint before being 
destroyed. The complaint registe r should be retained for 10 vears. Howe,,,er, complaints made by children or carers were also retained on their own fi les so subject to the 
retention periods for those types of files. 

1930- 1975 
There are no records available which provide any insight or information in relation to this question 

1975-1996 
No specific policies or procedures are available 

1996 - December 2014 

There was no speelflc policy relating to internal Investigations, other than personnel/human resource investigations. Investigations ln response complaints or allegations 
about foster carers were carried out in line with child protection procedures (2014 and previous versions). rhis is referred to elsewhere in our response. The toe.al child 

protection procedures linked to the natiomtl guidance on managing allegations against foster carers and provided guidance on record keeping. 
V. Jn ... esttgations (both internal and external) Rttords were retained In line w ith the rele ... .int statuto,y retention period for looked after chlldren. 

Since 2017, Perth and Kinross CPCalso has in ptace a Joint Protocol for Conducting 1nitial Case Revlews (ICRs} and Significant Case Reviews. (SCRs), whlch is compllant w ith 
c.urrent Scottish Government Guidance for CPCs conducting SCAs. These are ectses of concern, brought to the attention of the (PC to consider whether they meet the 

specified criteria for Internal or External Review. They un fnclude all cases brought by any source and would/ could include coses relating to childrer, in Foster Care. 
Outcomes of all such reviews are reported to the CPC, the Chief Offleers and to the Care Inspectorate ln c.ompllance w ith the national reporting requirements and guldance. 

Perth and Kinros.s CPC Joint Protocol for Conducting lniti.11 Case Rev.ews. (ICRs) and Significant Case Reviews (SCRs) can be found here at: 
httr!_s:{Lwww.r!_kc.gov.u~media£40312[Perth•and•Kinross•CPC•Joint~Protocol.for•1CRs•and• 
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1930- 1975 
There are no records available which provide any insight o r information in relation to this question 

1975-1996 
No specific policies or procedures are availabte 

1996 - December 2014 
vt Discipline 

There was no spec.me policy relating to record keeping in re-latlon to disdpllne. As stated In our response to question II above, there was detailed guidance for foster carers 
in relation to their recording of the child's day to day life, including use of ct diary. Complaints made by children or carers were also retained on their own files so subject to 

the retention periods for those types of f iles. 
Rec.ords were made In line with guldanee for social work staff on record keeping in operational guidance and retained in tine w ith the relevant statutory retention period for 

looked .ifter children. 



1930- 1975 
There are no records available which provide any insight or information in relation to this question 

1975-19% 
No specific poUcles or procedures are avaUable 

vii. Responding to requests from former 
children In foster care for lnformation/reoords 

1996 - December 2014 

There was no specific policy relating to record keeping in relation to requests for access to records for children in foster care. Records were made and retained In llne w ith 
guidance for social work staff on record keeping in operational guidance. 

Subject access request doa.,mentat ion was retained in l ine with legislative requirements, rather than local policy. 
1930- 1975 
There are no records available w hich provide any insight or information in relation to this question 

1975-1996 

viii. Other issues re levant to fo$ter care 
No specific policies or procedures are available 

1996 - December 2014 
Records were made in line with guidance for social work staff on record keeping in operational guidance and retained in line w ith the relevant starutory retention period for 
~ked after children. 


