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All information received must be accurately 
recorded, and be current, relevant, legible and 

complete



Transmission of information can also mean verbal 
and / or non-verbal information. 

This can include diagrams and pictures, coded 
messages, signals as well as written text. 



The telephone should be answered within six 
rings.

There is a telephone message book to record 
messages for individuals who are not available.

There are telephone systems that can access 
other workstations. 



There are fax, text, and e-mail where messages 
may be sent. 

Any message should be sent to the appropriate 
person as soon as possible. 

Urgent messages may mean the need to 
telephone someone off duty and at home



Information required should be firstly being 
checked to see if there is a confidentiality issue, 

either for the client, employee, the Home or 
other party. 



Once that is checked, the information is either in 
the public domain and can be posted, faxed, 

texted emailed or manually give to an outside 
party, or if confidential, have

‘Private and Confidential’
written on the envelope and documents sent.



Some documentation may be taped with 
sellotape or masking tape, or have string 

around the outside to prevent unauthorised 
access, or have a label ‘Fragile’ on it to ensure its 

safe passage. 

In specific cases it can be sent by parcel post and 
/ or by recorded delivery.





The speed of delivery for outside agencies and 
others will reflect the urgency of the documents 

being moved. In most cases it is as soon as 
possible or practical, others it will be an agreed 

time scale.



Confidential information should not be sent out 
or given out unless the person receiving the 

information is authorised to have such 
information. 





An example would be for a GP to have access to 
clients medication records stored in the Home, 
to enable them to prescribe new medication or 

increase existing medication.





The same access would be denied to a medical 
sales representative who has no right to see 

client confidential information, but could see a 
blank medication record.



When a confidential document, letter or parcel 
does not arrive on time, a check should be done 

to make sure it has not been placed in an 
obvious or not obvious place.

It should be reported immediately to the sender 
and to anyone else who may be involved.





 A time period may be agreed for action, as there is 
always a possibility that it may be delayed in the post. 

If a fax or e-mail, the document should carry a 
disclaimer that the information is private and 

confidential and should be sent back to the sender. 



The sender may wish to send a non confidential 
piece of paper to confirm fax, text  or email 

address and then resend the document. 



CDs, USBs other computer software, videotape 
and / or Cassette Tape may be insured for loss 

or damage.

Many documents have to be signed by an 
appropriate person, dated to confirm that they 

have been received



All records, employee, client, suppliers, the 
Homes Policies and Procedures and other 

information should be identified as to what they 
are, i.e. Care notes with the clients name and 

details on.



STORE AND RETRIEVE RECORDS



Care Plans that are taken to outpatient 
appointments with a client must be 
related to the client having the Out 

Patient Appointment, and no one else. 



The Care Plans and the client must get to the 
outpatient appointment at the notified time of 

appointment. 



Many documents have to be signed by an 
appropriate person, dated to confirm that they 

have been received



Any written comment in those records must 
reflect accurately the situation and at each stage 
of inputting information and should be legible, 

signed and dated.



Some bloods and medications need monitoring 
by the local hospital, often bloods are taken and 
have to be with the hospital by a specific time, 

otherwise the test done are inaccurate, it is very 
important to send bloods to get to the hospital 

on time.



All documents are stored according to legal, 
organisational and ethical standards. Some 
information, i.e. Menus, can be stored and 

displayed in a kitchen or dining area.



Any individual accidental or deliberate leaving 
of confidential information in an uncontrolled 
area will be reported to the Person in Charge 

and may be subjected to the Homes 
Disciplinary Policy or legal sanction. 



Documentation, such as care plans, medication 
sheets, employee files need to be stored in 
locked cupboards in locked rooms to deny 

access to those who have no right to the 
information.
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