SOP: Documentation and Case Management
Guidelines

This SOP provides comprehensive documentation and case management guidelines to ensure accurate record-
keeping, systematic case tracking, and consistent management practices. It covers procedures for data collection, case
file organization, confidentiality protocols, progress monitoring, reporting standards, and compliance with legal and
organizational requirements, aimed at optimizing case outcomes and maintaining accountability.

1. Purpose

To establish standardized procedures for documentation and case management to enhance service quality,
accountability, and legal compliance.

2. Scope

Applies to all staff involved in case management, including caseworkers, supervisors, and administrative support in all
departments handling client or case files.

3. Responsibilities

o Caseworkers: Accurate data entry, timely updates, and secure handling of records.
¢ Supervisors: Oversight of compliance and quality assurance.
¢ Administrative Staff: Support file organization, archiving, and forms management.

4. Procedures

4.1. Data Collection

1. Collect initial client/case information using standardized forms.
2. Verify data accuracy and completeness at the point of entry.
3. Document all subsequent interactions, updates, and outcomes.

4.2. Case File Organization

. Create a unique identifier for each case.
. Use a uniform file-naming convention (physical and digital).
. Record dates, responsible staff, and key decisions for each entry.
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. Store supporting documents (e.g., evidence, correspondence) in chronological order.

4.3. Confidentiality Protocols

1. Restrict access to case files to authorized personnel only.
2. Store physical files in locked cabinets; use secure servers for electronic files.
3. Do not share confidential information without client consent unless legally required.

4.4. Progress Monitoring

1. Conduct regular case reviews (e.g., monthly or as required).
2. Update progress notes and action plans after each client interaction.



3. Flag cases needing urgent follow-up or escalation.

4.5. Reporting Standards

1. Prepare periodic reports summarizing key activities, outcomes, and next steps.
2. Use approved templates for all reports and communication.
3. Submit required reports to supervisors within established deadlines.

4.6. Compliance

1. Follow all legal, regulatory, and organizational requirements for documentation and record retention.
2. Participate in compliance audits and training as required.
3. Report any suspected breaches or issues immediately to supervisors or compliance officers.

5. Document Control

Version Date Responsible Person Description of Changes

1.0 2024-06-28 Jane Doe, QA Manager Initial issuance

6. Related Documents

Data Protection Policy

¢ Case Management Policy
Reporting Templates
Confidentiality Agreement

7. Approval

Name Title Date Signature

John Smith Director 2024-06-28
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