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Log Note Policy
Purpose

The purpose of this policy is to clarify which documents in the case file may be viewed as case/log notes and will be considered counseling records to show evidence of continued activity when signed and dated.
Policy
Log notes are comprised of both the case record notes and the logs of attendance and child care records.  Any anecdotal notes made on documents kept in the record are to be considered log notes when dated and signed.  These logs are to be utilized exactly as a note in the case record would.  The purpose of the attendance records and child care records are to document time frames of the client’s activities.  These records indicate that a case is still active, compliant and up to date.  When the attendance and child care record is placed in the case record, it is to be viewed as active documentation of the progress of the client toward the IEP goals.  A case record note does not have to be made when there is a monthly entry of child care or attendance.  Copies of the attendance and child care record are to be kept as a permanent part the case record.  Cases are to be considered active when the logs are in the record of attendance and child care.   
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