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Key implementation messages 

A Recordkeeping Expert Advisor should facilitate the initial discussion and recording of the child’s 

recordkeeping requirements.  

Develop organisational policies to determine where the child’s recordkeeping requirements should be 

stored. Options include separate sections in annually reviewed plans or a separate recordkeeping plan. 

Review with the child, and confirm or update the child’s recordkeeping requirements annually. 

In consultation with the child, develop and regularly review their recordkeeping requirements relating to:  

o What they would like to be recorded in organisational records to meet their current and long 

term information needs? 

o How long their records should be kept and why – and in what form? 

o What access arrangements should be in place for them to see their records? 

o Who else can see their records and what they can be used for? 

o The role of their carers in keeping records about them and engaging the child in that 

recordkeeping? 

o Whether records should be deleted, when and any decision-making process associated with 

unmet requests. 

Include the child’s recordkeeping requirements in plans for transition to independent living. 

 

The Recordkeeping Best Practice to support implementation of the Charter of Lifelong Rights in Childhood 

Recordkeeping in Out-of-Home Care identifies the requirement to create an authoritative record of the 

child’s expressed wishes of the child in relation to their records both now and into the future. The intent 

is to provide the framework to guide the organisation in managing records in ways that the child 

authorises. The written expression of the child’s wishes for recordkeeping must be reviewed with the 

child regularly (once every 12 months) to ensure that the wishes of the child are maintained up to date. 

How should the child’s recordkeeping requirements be recorded? 

Different methods can be adopted to implement this requirement, which may include:  

• Include a recordkeeping section into the templates for the annually reviewed plans which are 

explicitly signed off by the child. This would ensure that the recordkeeping requirements of the 

child are regularly reviewed and kept in context with other requirements guiding decision 

making.  This requires support for workers to clearly understand the rights of the child in 

recordkeeping.  

• Similarly, a recordkeeping section should be included in the plans driving decision making for 

transition out of Care. At transition the originals records are kept on behalf of the child should be 

returned to the child, with a copy maintained by the organisation only by explicit request of the 

child. Core identity documents are a component of ‘key documents’ and include birth certificates, 

records of attainment, medical records etc. (for a discussion of key documents see further, 

Practice Guide 2: What records are made about a child). 
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• A separate Recordkeeping Plan may be introduced to document the child’s recordkeeping 

requirements. There is a risk that a separate Recordkeeping Plan may become another ‘tick-the-

box’ exercise. There is also the risk that the Plan will not be routinely updated and therefore 

become another out of date document which diminishes its value. 

• The recordkeeping requirements documenting the child’s wishes should be retained at the front 

of the record after they leave Care, ensuring these views are prominent. The recordkeeping 

requirements should be updated at the point of transition out of Care, and periodically after that, 

whenever the individual requires. 

 

Who should be involved in recording the child’s recordkeeping requirements?  

To assist a child determine their recordkeeping requirements, all workers must understand the role of 

records in the child’s current and future life.  

Ideally, the initial process of compiling the initial statement of a child’s recordkeeping requirements 

should involve an Expert Advisor to the child on recordkeeping. Enabling children to understand the role 

of records in their lives will require tailoring of conversations to suit the age and maturity of the child.  

Recordkeeping may seem abstract but needs to be explained in terms of the lifelong importance of the 

role of records in the life of the child, and the future adult they will become. (see further Practice Advice 

8: Recordkeeping Expert Advisor). 

Whenever a significant change to the child’s recordkeeping requirements are expressed, involvement of a 

Recordkeeping Expert Advisor is recommended. 

What recordkeeping requirements should be recorded 

The recordkeeping requirements should clearly identify the areas in which the child’s wishes are able to 

guide organisational practice. At minimum these should include access to their records by others, when 

consent of the child should be sought and (at transition from Care) wishes about disposal of the record. 

There are some areas where such discretion may not be possible – for example, where mandatory 

reporting or legislative mandates formalise particular organisational requirements for recordkeeping.  

Such areas and any current limitations of systems to implement wishes of the child should be explained 

to the child.  

In combination with the ‘what records are kept about me’ explainer (see further Practice Advice 2: What 

records are made about a child) and the Data Sharing Statement (see further Practice Advice 3: How 

information in records will be used or shared with others), this enables the child to gain the knowledge 

needed to understand and contextualise their decision making. 

Documenting the child’s recordkeeping requirements should include: 

• The aspirations: 

o To enable the child to exercise the maximum control available at the current time over 

the content, access and management of records kept about the child 

o Clearly identifying the organisation’s current default settings for recordkeeping in relation 

to the extent the child’s wishes are able to be implemented (noting the extent to which 

this may be aspirational, and may not be practically implementable in organisational 

systems at this time) 
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• A statement of what records are required to be kept by the organisation:  

o the child’s wishes in relation to obtaining copies, in what format and how delivered 

o any expressed limitations on who may access these records without further 

permission or consent required 

o the child (or their adult selves) wishes about restricting access to their records. 

• Clear identification of the child’s wishes in relation to ‘key documents’ and Lifestory records 

maintained on behalf of the child.  Key documents Include core identity documents, birth 

certificates, records of attainment, medical records etc. (for a discussion of key documents see 

further, Practice Guide 2: What records are kept about a child): 

o The child’s ownership of these records should be clearly stated 

o Plans for transferring the records to the child at the point of transitioning out of Care 

should be clearly stated 

o The child’s wishes about whether the organisation should maintain copies of these in 

the organisation after transition, or whether they should be removed from the 

system (this latter should be the default position). 

• A statement of whether the organisation hosts or provides organisational support for storing 

personal records, that is Lifestory records. (see further Practice Guide 7: Recordkeeping and 

Lifestory Resources) 

o The child’s absolute ownership of these records should be clearly stated along with 

the rights to control the content and management of the records 

o Any involvement of the organisation in managing these records (eg storage, 

permanent removal of deleted items etc) 

o The child or young person’s wishes about whether the organisation should maintain 

copies of these in the organisation after transfer of these records to the child’s 

control, or whether they should be removed from the system (this latter should be 

the default position). 

• Access permissions and consent 

o Clear statements on how the child can access the records during their time in Care 

o Linked to the specific record types the organisation keeps 

o Any overriding general statements about the child’s intentions about access to their 

records – this should be updated at transition to independent living and any further 

access constraints or permissions expressed by the child (or their adult selves) 

o Identify any use cases which require individual consent for access and use. 

• Destruction of records  

o Any expressed wishes in relation to the deletion of organisational records when this 

can be instantiated (that is, destruction is not an option while the child is formally ‘in 

Care’) (see further Practice Advice 11, Destroying Records) 

o The involvement of an Expert Advisor to the child on providing advice to the child in 

relation to destruction of records. 

 

Learning from the experience of others 

When explaining the importance of records later in life, the experience of those who have themselves 

lived through Out-of-Home Care and recognised the critical importance of records to their life after Care 

should guide the development of the plan. 
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Based on the experience of members of CLAN, the CLAN Charter of Rights in Records includes the 
following advice re the types of records children in Care and Care Leavers need: 
 

Personal records should have contained key documents including—but not limited to—the 

person’s birth certificate, the names and last-known addresses of members of the person’s family, 

any court orders or documents related to the reasons for the person’s placement, all medical and 

educational histories, the names of all people who visited the child during their time in custody, all 

documents related to transfers to other institutions including foster families and reports of all 

incidents, responses and decisions affecting child safety and wellbeing (CLAN 2020). 
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