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What are Case Notes? 

Case Notes are a running record of day-to-day work on an open case.  

They can include information about: 

- Meetings 

- Visits 

- Telephone Calls and Correspondence 

- Consultations with managers and other Professionals 

Where can I find Case Notes? 

Case Notes can be accessed in several locations in a child’s record.  

- Within an episode workflow (CIN, CP, CLA etc…) 

- Within some forms in LCS (for example, there is a link within the Social 

Work Assessment form, to add a Case Note) 

- From the child’s Basic Demographics screen 

- Within Adoption tab 

To access Case Notes from the Basic Demographics screen: 

Access the child’s record. In Basic Demographics, select the Case Notes 

section.  
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The Case Notes screen will appear and have several options: 

 

Case Note Summary 

The Case Summary is used to provide precise and clear information about the 

current circumstances for a child and their family. Any reader should be able to 

get a clear understanding of the case direction and any key plans. This is useful 

for the Emergency Duty Team to refer to.  

Click the link Update Case Summary 

 

In the window that appears, add the Case Summary information.  

- Record the information as required.  

- Case Note Summaries can also be attached to a sibling’s record by 

selecting the check box next to a child’s name 

- When done, click on the Create button to confirm 
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The Case Summary will appear in the main Case Notes screen. 

 

Updating Case Summary 

Clicking the link Update Case Summary will allow you to create a new Case 

Summary, following the same directions as above. 

A new Case Summary will overwrite the previous one but there will still be a 

record of previous Case Summaries saved on the child’s record. 
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Adding a Case Note 

Click the link Add Case Note 

 

Recording a Case Note 

Once a Case Note has been added, there are several fields to complete. 

Add the Contact Date and Time (e.g. 13:00) in the relevant field. 

Select the Type of Contact from the drop-down menu. 

You can choose to mark as significant or add to chronology if required.  

 

The Contact Regarding section will list which records the Case Note will be 

recorded against.  

There are various tick boxes which can selected to record whether the child 

was Interviewed, Seen, whether they were Alone and if you saw the Bedroom.  

Ticking these once, will make a “tick” icon appear in the tick box. Ticking it a 

second time will make a “cross” appear in the tick box. 
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Reason for Contact Field 

This field is used to provide a short description about what the Case Note is 

regarding i.e. Title.  It is designed to support current and future practitioners in 

searching for specific Case Notes.  It must be kept brief and concise. 

 

The example below highlights where to see ‘Reason for Contact’ on the main 

Case notes screen. 

 

Detailed Notes 

This field is where the main Case Note information is recorded. It can record up 

to 70,000 characters and information can be copied and pasted into it (if 

appropriate to do so). The text boxes can be formatted using the tool at top 

right of the text box.   

Analysis of Information and Action Fields 

Used by the Practitioner to record what is significant about the information 

that has been recorded and what Actions can be taken if required. 
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Creating and Finalising Case Notes 

When writing a new Case Note, users will have 3 options at the top and 

bottom of the screen: 

 

Create/Create & Close 

Create will “create” the Case Note on the child’s record and save it as a draft. 

This will allow you to update the Case Note later if needed. Create and Close 

will also do this but will also close this screen and return the user to the main 

Case Notes screen in Demographics.  

In order to Create a Case Note, you will need to record information in all the 

mandatory fields first. 

Finalise 

When you Finalise a Case Note, you are informing LCS that you have recorded 

all the information required and will not need to make any further 

amendments. This will lock the Case Note, meaning you will not be able to 

update it at a later stage. 

Close 

This Closes the current screen and returns you to the main Case Notes screen 

in Basic Demographics. If you have recorded any information, a prompt will 

appear advising that it will not be saved unless you create/finalise the Case 

Note. 
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Updating a Case Note 

You may be working on a Case Note but then need to stop working on it to 

deal with another task (i.e. go out on a visit, take a phone call etc). If it is not 

Finalised, you are able to access the Case Note later and update it. 

Click on the Case Note you want to update. In the Case Note list, it will show 

you whether the Case Note has been finalised or not. 

NOTE: You can only update a Case Note if it has not been finalised.  

 

A summary of the Case Note will appear which cannot be edited at present. At 

the Bottom of the page will be some links under the Actions section. Click on 

the link Update this Case Note 

 

The Case Note fields will “open” and allow you to continue updating the Case 

Note. You can continue working on the Case Note and save your progress to 

continue later or you can Finalise the Case Note to complete it. 

Notifying LCS users about Case Notes 

Other LCS users can be notified about a Case Note which has been recorded. 

This can only be done if the Case Note has not been finalised. 

While creating the Case Note, in Contact Regarding section, click on the row 

related to the child the Case Note relates to.  

NOTE: Do not click on the child’s name as this will take you into their record. 

Click on an empty space in the row. 

A screen will appear where you can record additional information. Click the 

link Select another user to be notified… 
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The Address Book will open. Find the user/group that you wish to notify and 

once confirmed, their name will appear.  

NOTE: For more information on using the Address Book, see guide. 

When all users/groups are selected, click Update 

 

You will return to the previous screen. Finalise the Case Note when completed. 

The User/group will receive an alert advising them that a Case Note has been 

added to the record. 

 

  

0 
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Consolidating Case Notes 

When recording a Case Note on one child’s record, these can also be added to 

a sibling or adult’s record at the same time. To do this, ensure that you have 

first added details of any relationships to the person’s main demographics. 

When you have added the Case Note and are updating it, a list of relationships 

will appear beneath the Contact Regarding section.  

 

To add a relation to the Case Note, click on the  to the right of the person you 

want to add. 

 

Once selected, the person’s name will move up, indicating they will be 

included in the Case Note. 
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Removing a Relationship from a Case Note 

Please note that this can only be done if the case note is not finalised.  If you 

have added a relationship to a Case Note in error, they can be removed.  

Click on the row for the person you want to remove 

NOTE: Do not click on the person’s name as this will take you into their record. 

Click on an empty space in the row. 

 

A screen will appear and at the bottom will be a link to Remove this Individual 

from the Case Note 

 

Click OK in the message window that appears 

You’ll return to the Case Note screen and the name will be removed and will 

not be included in the Case Note. 
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Linking Case Notes to Forms 

Some forms allow you to record Case Notes directly from them. There is also 

the option to link Case Notes back to any forms that have this functionality. 

NOTE: This functionality will only work if the form is in a draft state. 

In the Case Note, click on an empty space in the row of the person involved in 

the Case Note (do not click on the name of the person). 

 

The Case Note update screen will appear. At the bottom will be a list of forms 

available for the person. Select the form you want to link the Case Note to. 

 

Click the Update button and the Case Note will show on the linked form.  

Form Case Notes 

Form Case Notes are recorded in the same way as from Demographics.  

If the Form is consolidated, you can click on each link separately to add Case 

Notes or you can add multiple siblings within the Case Note. 
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Adding a Case Note to a Chronology 

Case Notes can be added to a child’s Chronology record.  

NOTE: A Case Note must be finalised before it will appear in the Chronology. 

Within the Case Note, click on the check box Add to Chronology 

 

Finalise the Case Note. 

The Case Note will now appear in the Chronology. 

  

Recording a Case Note as a Significant Event 

A Case Note can be recorded as a Significant event. When this is done, the 

Allocated Case Worker will a receive an Alert Task in their work tray. 

Within the Case Note, select the check box Significant Event. 
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Finalise the Case Note. 

The Case Note will be recorded as a Significant Event 

 

The Alert Task will appear in the Allocated Case Workers work tray.
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Printing Case Notes 

LCS has various options to allow you to print Case Notes. 

Select the Case Note that you want to print. 

 

Under the Actions section, click on Printable View 

 

A printable view of the Case Note will appear. 

 

Various printer options at the top of the page will allow you to page 

orientation and text size. You are also able to save the Case Note as a PDF 

document. Remember to Close Print view with the button.  
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NOTE: For more details on Printing, please see the associated guidance. 

Case Note Filter 

The Case Note filter is used to help you search for specific Case Notes by 

searching for specific keywords.  

From the Case Notes screen, you can see the filter field 

 

In this example, I want to search for all Case Notes mentioning the word 

“police”.  

Type the keyword into the Free Text Filter field and click on Go 

 

LCS will filter the Case Notes and show only those Case Notes where the 

keyword appears. You can then click on the relevant row to access the Case 

Note to read the full information. 

 

To clear the filter, click on the Reset button. 
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Clicking on the Column headings with also sort by Date, Type etc. 

Running a Case Note Report  

Over time case files will acquire lists of case notes.  To make searching 

manageable and to generate specific lists of filtered case notes, there is a 

reporting function available.  

From the Case notes screen, click on Case Note Report. 

 

The screen opens to allow you to set filters. 

 

Select the boxes that apply e.g. emails sent/received and click to show the 

report.  Details will display for printing or exporting to PDF. 
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