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	<<Insert name of organisation>>

	Policy: Client records


	Policy number:                                                    Date adopted:

	Authorised by:

	Date last reviewed:


	Reviewed by<<Insert name of officer, position title>>
	Date of next review:


Refer to Section 6 below for information on the process for policy review.
	Policy context: This policy relates to:

	Queensland Standards for Community Services


	Standard 4 (Confidentiality and privacy)

	Other standards
	<<Insert other accreditation systems that apply>>

	Legislation or other requirements
	<<Insert legislation that applies>>


1. Purpose: Why do we have a client records policy?

Comprehensive, clear and useful records about our clients, their needs and their use of our services are essential for effective and high-quality service delivery and to maintain appropriate accountability. Our clients have legislated rights to confidentiality and privacy in relation to the records we keep and our processes for collecting, using and securely storing client data. It is essential that we protect and uphold these rights.
You may wish to write your own purpose statement for your organisation. Otherwise, refer to section 1 of the client records policy template guide for questions to consider when customising this section.
2. Scope

This policy will apply to <<Indicate which clients, stakeholders and staff the policy will apply to>>

 FORMTEXT 
 <<Are there any limits or conditions on the way the policy applies to some people?>> 

Refer to section 2 of the  client records policy template guide for questions to consider when customising this section.
3. Policy statement: Our commitment

<<Insert organisation name>> is committed to collecting, keeping and disposing of client records in ways that protect our clients’ privacy, ensure their confidentiality is maintained, and enable us to provide the most appropriate service to each client.

Specifically, we will:

· <<What will your organisation do to implement this policy? List your actions below. These will be reflected by and further described in your procedures>>
Your organisation may wish to develop its own policy statement. Otherwise, refer to section 3 of the client records policy template guide for examples to consider when customising this section.
4. Procedures

Your organisation may wish to develop its own statements about its procedures. Otherwise, refer to section 4 of the client records policy template guide for examples to consider when customising this section.
4.1 Collecting, keeping and using identifiable data about clients

When we collect, keep and use identifiable data about a client, we follow procedures that guarantee the privacy of the client, and ensure that records are appropriate, accurate and secure. 

<<Describe your procedures for collecting, keeping and using identifiable data about individual clients/families, their needs and the service they receive from you>>
<<How and when will your organisation provide information to clients about records that are kept about them?>>
<<How do you obtain and document client consent to collecting, storing and sharing information about them?>>

<<How is client information kept secure and accessible only to those staff whose role permits this? How is client information kept up to date?>>
Refer to section 4.1 of the client records policy template guide for examples to consider when completing this section.
4.2 Record disposal 

We dispose of client records when:

· <<Why would you no longer keep a record?>>
· <<What periods of time are you required to keep records? What does the privacy 
legislation say about this?>>

· <<How do you make sure records are kept for the required length of time and correctly transferred or disposed of?>>
Our procedures for disposing of identifiable records about clients are:

· << How do you correctly dispose of records you no longer need to keep?>>
· <<How do you store records for people who are no longer using the service? Are they ever transferred to another agency?>>
Refer to section 4.2 of the client records policy template guide for examples to consider when completing this section.
4.3 Client records chart

We keep a client records chart to show where and how records about clients are kept, updated and disposed of.
<<Insert your client records chart or indicate where it is kept>>
Refer to section 4.3 of the client records policy template guide for examples to consider when completing this section.
5. Other related policies and procedures

	Documents related to this policy



	Related policies
	<<List related policies>>

	Forms or other organisational documents
	<<List other organisational documents>>


Refer to section 5 of the client records policy template guide for examples to consider when completing this section.
6. Review processes

	Policy review frequency: <<Indicate how often this policy will be reviewed>>
	Responsibility for review: <<Indicate who will review this policy>>

	Review process: <<Describe how the policy will be reviewed>>

	Documentation and communication:<<Describe how the policy decisions will be documented and communicated>> 


Refer to section 6 of the client records policy template guide for examples to consider when completing this section.
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