Fosse Way School

Fosse Way House

Log Book, Shift Plans and Documentation Policy and Guidelines

Day/ Night LOG BOOK

The blue log book is kept in the Residential Staff office.  This needs to be completed at the end of each morning and evening shift. Showing which staff were working and a short comment about each student  This gives an overview of each shift and should specify any behaviour, concern or issue.  It should also state if the Incident Log, Physical Intervention Log , Individual Pupil File or Sanction Book should be referred to. 

Night waking staff  also comment about their shift. 

Any visitors to the residential area, e.g. parent, social worker, should also be noted.

Any gift given or received to an individual with a monetary value in excess of 10.00 also needs to be recorded here.

SHIFT PLANS

All shifts undertaken within Fosse Way House are structured to follow the printed procedures of the shift plan.

This is displayed on the wall in the residential staff office.

Specific activity planning is displayed in conjunction with this.

Planning sheets and a pictorial shift plan is displayed in the flat for students’ information.

Students have individual plans displayed in their rooms presented in a manner accessible to them.

DOCUMENTATION

At the completion of each shift (morning and evening) the staff are responsible for ensuring that all of the necessary documentation has been completed. This documentation is as follows:

· Day/night shift log. See above. 

· Link books – Each individual student has a link book that communicates information between the residential area, school and home.  Link books must be written in after every evening shift with details of the student’s activities and general behaviour.  A comment is written by the Night Waking officer about the students’ night. Link Books can also be written in after the morning  shift if necessary e.g. to specify behaviour, illness or if a child has refused to eat. 

Link books should be read by staff at the beginning of their shift.

· Phone calls to parents must be logged by the staff who speak to them with a brief description of the nature of the call.

· Any general information that needs to be shared with staff can be written on the white board in the office. 

If an incident occurs, the Sanctions book:- Spiral bound file Residential office, Accident book:- main office, Serious incident log:-main office, Physical Intervention Log :-main office,  or any culmination of these may need to be filled out.  If it is necessary to complete any of these, the information should also be recorded in the pupils’ individual file on a behaviour log sheet.  Behaviour logs should also be filled out for minor incidents that may not need to be documented elsewhere.
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