
Policy # FCSS-0135.95

FAMILY& COMMUNITY SUPPORT SERVICES (FCSS)

RIMBEY COMMUNITY HOME HELP SERVICES (RCHHS)

POLICY

NAME:



CLIENT FILES
DEPARTMENT:

HEALTH CARE 

EFFECTIVE DATE:

SEPTEMBER 20, 1996

An on-going file for each client that receives service from Rimbey Community Home Help Services shall be kept at the agency office.  This file shall be kept for a period of ten years after services are terminated.

This file shall contain all pertinent information regarding the client and their care, including:

Name





Doctor’s Name

Address




Referral Origin

Land Location




Service Description and Household Tasks

Phone





Hours of Service

Date of Birth




Dates and Times of Service

Family/Friends/Next of Kin


Fee Assessment

Health Care Aide Assigned


Re-assessment Summary/Discharge plan
Supervisor




Updates and Reports

Reason for Service



Home care Plan/Authorization

Monthly Service Reports

Necessary Medical, Psychological, Legal, and Financial Information

Supervisor notes regarding service changes, team conferences, closing summary, and contacts with the client.

Goals of Service

Client’s responsibility for own care

Family’s responsibility for care

Risk agreement if applicable
Risk Assessment

And any other information relevant to the client and their care.

Revised/Reviewed:  May 30, 2019  
This Policy shall be reviewed at the discretion of the Board but at least annually.


