



Hampshire Shared Lives operational guidance 

Record keeping for Shared Lives placements
The Good Practice Guidance documents are intended for general guidance only and should apply in most cases. However, there may be exceptions to the guidance in exceptional circumstances. If this is the case, then any exceptions will be discussed and agreed with all parties involved.
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Record keeping for Shared Lives placements

Record keeping

Hampshire County Council now operate a digital first policy.

Keeping records is an essential part of running a safe and efficient service and is a requirement of your Carer Agreement. Please keep all your recording clear, concise, and factual and maintain professional/respectful language throughout.

All electronically recorded forms should be stored securely if devices are shared and protected by the appropriate computer security including using anti-virus software.

Daily recording/reportable event

Daily recording can be used as supporting evidence when changes are present concerning an individual. They are not mandatory but are useful and often required when there is a change in someone’s wellbeing, health and or behaviour. These may help support health professionals and/or identify external or environmental changes which may be the cause of these changes. 

Where there are changes or cause for concern, please complete the ‘Reportable event’ form and contact your Shared Lives officer.

Reportable events recording form

If you are providing long-term support/day care or respite this form is to report events of an unusual nature, for example:

1. Unplanned or emergency doctor, dentist or hospital visit.
1. Unusual behaviour.
1. Injury to a service user. 
1. Injury to a carer caused by a service user.
1. An event that has upset or distressed the service user.
1. Police involvement regarding the individual or anyone within the property. 
1. Any episode of sickness and diarrhoea lasting for more than 24 hours or that affects the whole household.
1. Falls.
1. Missed medication, errors and near misses.
1. Safeguarding concerns.

This list is not exhaustive, if you have any concerns regarding what to report, please contact your Shared Lives officer or the duty line.



Shared Lives officers are responsible for reporting certain incidents to the Care Quality Commission (CQC) and through Hampshire County Council’s Incident Reporting System. These must be reported within 48 hours. Your cooperation in meeting these timescales is essential. 

Incidents reportable to CQC are:

· An application to deprive an individual of their liberty and the outcome
· Death of a person using the service
· Severe injury to a person using the service
· Abuse or allegation of abuse concerning a person who uses the service
· Events that stop the service running safely and properly
· Damage to premises or equipment 
· Failure of a utility for more than 24 hours
· Any other event that would prevent the service user staying at that location
· Incidents reported to or investigated by the police

Financial recording

The scheme provides draft recording documents for financial recording. Please refer to the Operational Guidance: Managing Finances.

Medication recording

The scheme provides draft recording documents for medication recording. Please refer to the Operational Guidance: Managing Medication.

[bookmark: _Int_yE1e7Ryf]Full and accurate recording is essential as errors and an omission in the administration of medication is a reportable event.  

Holiday/absence recording

Carers will be expected to liaise closely with their Shared Lives officers regarding any holiday/short break arrangement, and it is important that the Shared Lives officer always knows the service user’s whereabouts and the arrangements for their care and support. There is a requirement to complete a Record of Absence Form.
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