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Case Records and Presentation are essential to 
assist in reaching our best potential, so that we: 
 
•  Honour Client Diversity 
•  Identify and Respect Client Rights 
•  Create and Maintain Best Conditions 
•  Appropriate Therapeutic Intervention 
•  Reflect on and Monitor Client Process 
•  Reflect on and Monitor Own Process within 

each Case and Own Journey 
•  Be Aware of and Address Own Needs 
•  Avoid Dependent Relationships 
•  Manage Interruptions and Close of Case 
 

Goals of Supervision: Best Client Care 
 



A Supervisor holds a context sensitive degree of clinical 
responsibility for Supervisee’s reported practice 

This does not deprive you of autonomy 
Or absolve you from contracted responsibility 

A Supervisor is only responsible in addressing what you 
report and actions that align with guidance they have given 



PRESENTING A CLIENT FOR SUPERVISION 
Adapted from “Developing Counsellor Supervision” by Feltham & Dryden. 

  
•  IDENTIFICATION 

•  ANTECEDENTS 

•  CONTRACTING  
  
•  PRESENTING PROBLEM 

•  FOCUS ON CONTENT 

•  FOCUS ON PROCESS 

•  FOCUS IN COMMUNICATION 

•  CRITICAL INCIDENT ANALYSIS. 
 



Get the best from Supervision 
Case Notes and Records 

 

Case Study Templates and Session Records 
•  Help you ensure you have all required information 

•  Taylor interventions to client’s unique system 
•  Facilitate articulation of your treatment rationale 

•  Help you process information  
analytically and reflectively 

•  Provide a system to categorise and 
utilise client’s material and processing 

•  Reveal what is relevant and useful 
content 

•  Differentiate client’s material from 
therapist’s reflection and process 

 
 



Casenotes and Record Keeping 
Functions of Records 
•  To maintain a factual record of meetings and disclosures, contracted issues, 

advice offered, agreements made for legal purposes, should your notes ever be 
required in a court of law. 

•  To make available, with client’s permission or request, information to other 
professionals who work with you on the case, whether this is in formal teams 
within an organisation or within a co-operative relationship with other 
healthcare, legal, social care or education professionals. 

•  To aid memory, focus, insight, creativity and responsiveness of the therapist to 
the specific needs of the client, enabling progress toward outcomes and 
eventual termination of therapy. 

•  To promote new knowledge, measurement of effectiveness, maturation of 
practice theory, support research and teaching of successful psychotherapeutic 
practice. 

 



Some client groups may benefit from more 
explicit information about their casenotes 
 
“I keep very brief records, noting only that you have been 
here, what interventions happened in session, and the topics 
we discussed.  
If you prefer that I keep no records, you must give me a 
written request to this effect for your file and I will only note 
that you attended therapy in the record.  
Under the provisions of the Data Protection Act of 1998, you 
have the right to a copy of your file at any time. 
You have the right to request that I correct any errors in your 
file.  
You have the right to request that I make a copy of your file 
available to any other health care provider at your written 
request.  
I maintain your records in a secure location that cannot be 
accessed by anyone else.”  
 
Taken from a psychotherapist’s contract. 
Do you want to include this in your contract? 
If so, update your contract draft now. 
 



For paper record security:  

•  Write in clear, dark ink so that records 
can be scanned  if required 

•  Create codes for client identities and 
store codebook separately from files. 

•  Create or obtain a secure container such 
as lockable cabinet. 

•  Shred all your confidential paper waste. 
•  Check the physical security of your 

premises. 

•  Shred files after 7 years. 

•  Reflective notes by psychotherapist are 
also subject to data protection rules 



For computer security:  
•  Install a firewall and virus-checking on your computers. 
•  Make sure that your operating system is set up to receive automatic updates. 
•  Protect your computer by downloading the latest patches or security updates, which should 

cover vulnerabilities. 
•  Only allow your staff access to the information they need to do their job and don’t let them 

share passwords. 
•  Encrypt any personal information held electronically that would cause damage or distress if 

it were lost or stolen. 
•  Take regular back-ups of the information on your computer system and keep them in a 

separate place so that if you lose your computers, you don’t lose the information. 
•  Securely remove all personal information before disposing of old computers (by using 

technology or destroying the hard disk). 
•  Consider installing an anti-spyware tool. Spyware is the generic name given to programs 

that are designed to secretly monitor your activities on your computer. Spyware can be 
unwittingly installed within other file and program downloads, and their use is often 
malicious. They can capture passwords, banking credentials and credit card details, then 
relay them back to fraudsters. Anti-spyware helps to monitor and protect your computer 
from spyware threats, and it is often free to use and update. 


