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Client Record Review Policy

Effective Date: 06/01/2025 
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Approved by: ________________________________
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Applies to: All staff, contractors, and volunteers involved in participant care

Policy
Family First Homecare is committed to ensuring the accuracy, completeness, and confidentiality of client records. Regular reviews of client records are conducted to maintain compliance with regulatory standards, support high-quality care delivery, and protect client rights. This policy establishes guidelines for the systematic review of client records to identify and correct deficiencies, ensure proper documentation, and uphold privacy standards.

Procedure
1. Scope and Purpose of Client Record Reviews
· Scope: 
· Applies to all client records maintained by Family First Homecare, including paper and electronic files.
· Purpose: 
· Ensure records are accurate, complete, and up-to-date.
· Verify compliance with care plans, policies, and regulatory requirements.
· Identify and address documentation deficiencies or inconsistencies.

2. Frequency of Reviews
· Routine record reviews will be conducted quarterly or as required by regulations.
· Additional reviews may be conducted in response to: 
· Client incidents or complaints.
· Audits by licensing or regulatory bodies.
· Internal quality improvement initiatives.

3. Components of a Client Record Review
· Verify that each record includes: 
· Client demographic information and emergency contacts.
· Signed and current care plans.
· Documentation of care and services provided.
· Medication administration records, if applicable.
· Incident reports, if any.
· Ensure timeliness and accuracy of entries: 
· All entries must be dated, signed, and completed in real-time.
· Confirm compliance with confidentiality and privacy standards.

4. Review Process
· Assignment: 
· Supervisors or designated staff will conduct record reviews according to a scheduled plan.
· Audit Tools: 
· Use standardized checklists or templates to ensure consistency and thoroughness.
· Documentation: 
· Record findings in a Client Record Review Report, noting any deficiencies or areas requiring improvement.

5. Follow-Up and Corrective Actions
· Addressing Deficiencies: 
· Notify the responsible employee or team of any missing or incorrect documentation.
· Set a deadline for completing corrections, typically within 5 business days.
· Training and Support: 
· Provide additional training to staff if documentation issues are recurring or widespread.
· Monitoring: 
· Supervisors will follow up to ensure deficiencies have been corrected.

6. Confidentiality and Security
· Reviews must be conducted in a manner that upholds the confidentiality of client records.
· All client information must be securely stored and only accessed by authorized personnel.

7. Compliance and Reporting
· Findings from record reviews will be summarized and reported to the Administrator and Quality Management Team.
· Records of the review process will be maintained for a minimum of 3 years or as required by law.

8. Training and Awareness
· Employees will be trained on proper recordkeeping practices during onboarding and annual refreshers.
· Supervisors will reinforce the importance of accurate and complete documentation during team meetings and performance reviews.

9. Policy Review
· This policy will be reviewed annually and updated as needed to reflect changes in best practices, regulatory requirements, or organizational needs.


Family First Homecare   Client Record Review Policy     Effective Date: 0 6 /01/202 5     Revision Date: _______________________________    Approved by: ________________________________   Signature: ___________________________________    Applies to: All staff, contractors, and volunteers involved in participant care     Policy   Family First Homecare   is committed to ensuring the accuracy, completeness, and confidentiality of client  records. Regular reviews of client records are conducted to maintain compliance with regulatory  standards, support high - quality care delivery, and protect client rights. Th is policy establishes guidelines  for the systematic review of client records to identify and correct deficiencies, ensure proper  documentation, and uphold privacy standards.     Procedure   1.   Scope and Purpose of Client Record Reviews   o   Scope:        Applies to all client records maintained by  Family First Homecare , including  paper and electronic files.   o   Purpose:        Ensure records are accurate, complete, and up - to - date.      Verify compliance with care plans, policies, and regulatory requirements.      Identify and address documentation deficiencies or inconsistencies.     2.   Frequency of Reviews   o   Routine record reviews will be conducted  quarterly   or as required by regulations.   o   Additional reviews may be conducted in response to:       Client incidents or complaints.      Audits by licensing or regulatory bodies.      Internal quality improvement initiatives.     3.   Components of a Client Record Review   o   Verify that each record includes:       Client demographic information and emergency contacts.      Signed and current care plans.      Documentation of care and services provided.      Medication administration records, if applicable.      Incident reports, if any.   o   Ensure timeliness and accuracy of entries:       All entries must be dated, signed, and completed in real - time.   o   Confirm compliance with confidentiality and privacy standards.    

