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vapproach to,practical aocial work., But there iq still

an element of'truth in what she says. In a sense,.her

in can guide othera across the deqert .

’through his clients, is 1n dircch contqct with a multi-

| tude of sooial questione snd sociai problems. This

.Chagber I.

INTRODUGCTION.

And prﬂctlcal uork docs not
sahisfy me,, it seems like

,,,,,,,,,,,,,,

press of one's steps will be
lasting, apd guide others
across the desert." (1)

.........
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remﬂrks present 2. éhailenge to soéial-wbbkéré'tbaday, in

uuuuu

"1ike'wa1kinp on ehifting-aand" but that with the s2id -

amongst other things - of relisble soclal case . records»

Social case records are of special 1mportance ln
that they represent-in . callected and classified form

the accumulqtrd experi@nce of the soclal worker wha,

experience, in turn, can be of great agsistance. %o

sociallplanﬁers, lepislators, and adminlstrators, At

the same time, it is the social workér who 1s often bestv

_qualified to assess the vglue of certain measures pro-

poscd or introﬂuced by logislative bodies.  For

instance. to mcntian only a few pointa of contact be-

“tween pracbical SOQ181 work and social planning,,legis-'

lation end administratiohi"Famiiyicase ﬁork_and'Social

(;)Beatricé'%ebb.f“ﬁy Apprenticeship”, Peng. Ed. Vol.II,
p.324. N o o



Security Schemes; Child “elfare and the provision of

Kaintenane Grants; Prisoners' Aid and the introduction
of Penal Réform; the Probation Service and th@ cause and
prevenbion‘of Juvenile Delinquency, and so forth. hary _

" Richmond, speaking particulerly of Family Case lork, goes

'~ further than that by sayling: "No beuter advico could: be

given to Family‘Case .orkers, I believe, than tp‘study and
ﬁeQQIOp their work at its point of‘intgrsggtgpnzyith soclal
research, wWith group‘activities, and withlaog;slireform
or mass bettérmént, | This does ndtvmeah that ;hey should
drop their work or slight it in order to méke specinl
studies or to engage in legislative campaigns, but 1t does
mean thst hhey Bhould be more scientificallv produrtive
than thev now pre, they should be makiﬂg social discoveries
23 a by-product of eucceaeful case work, (to borrow a'
phrﬂﬁe from Nrs. Sheffield‘s), “and they should be bearing
- faithful witness to the need of gocial reforms wherever
theif»daily work reveals the need. They should supply
ﬁhé portinenh'det :le necesoary during the preliminary
perlod of public education. snd help 1ater to mpke any new
legialative messures workable by applying bhem in their
case‘wofk.“ (2) . | -
‘However, inVQrder to be antitle& to a ﬁeéring in
motters of social plénniﬁg and législatioh, social work
must be reéogniébd o5 8 sclentifically based profession.
This no£ oniy impi?és thé'use'of gscientific methods in
socigl work procedure and the empLoymént of sciantifidélly
'tralned personne1; 'sqcial wbrkers, when'eélléd upon‘to”

give-their vievsg, mﬁat be able to éubstantiate their

(2)yary Richmond, "hat is Socisl Cese Uork", Chapt. X,
' p.225/6. k ’ -
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stetements and srgunents with reliable data produced from

their case records. An haphazard énd unco-ordinated
uyqtam of case recording would make thls more dlfficulb,
and the viewa expreased vould not command the respect
necese@ry for closer co-operation between soclial work on
the one hond, oand sclentific and leglslative bodies on the
- other, vThe importance of suchvcoéoperation éaﬁnot be
vo#eremphasized. As long as it does not exieh, practicsal
work muet rrmain patchuork", or, as Professor FcIver 80
aptly puts it, we will be stretchar bearers anﬁ nurasea
in an et@rnal war, vie treqt the casuslties but the war goes
M(3) |
This shudy pays special 9ttenhﬂon to the co—operabion
“between social research and practical aoclal work. In
many other fields the research,worker-may rely for a
particular piecé of research Qhjbhe_mabarial'é&ilected
by the praéﬁieal-worker'avevva period of time.  For
»sceial'research it would be those,engaged in éocial coge
work who could in manv instances aupply informntxon to
the resaarch worker; and it is from case records that
this informabxonvwoulﬂ have to come, on the other hand,
the social worker can'dbviously not e éxpeéted to write
up his records solely for the benéfit of the resesrch |
worker and bthef interested persons. TheAprimafy pﬁrpose
| of keeping'case'reearda'ia_to sesist the worker in giving
- adequate service to the client; tut wmy théais is thst
social caée recorﬁs'Could, nevernheless,'be 1sed a8
ibsﬁrumenq@of sogial_reéeardh. Thelr usefulness in this
respect depends, however, to some extent ot least, on
“the methgﬁs.anﬂ techniques‘employedvin réaording’cese'work

materisl. Discipline in case recording, that is to‘éay,‘

(B)R.&eﬁcIver. “The Contribution of Soclology to Social
' -'OI"K ", Cha"ﬂ,';. I’ p|6




system ond method and & cgrtain'amoﬁnt of standardization

of recording devices, would not only benefit case work

generally but would at the pame time facilitote co-opera-~

tion between practical work and research. A.E., Sheffield,

in her book_"The Socisl Case Hiétory,:itﬁ construction and

content®, maintains thet different Agencies should stand-

ardize their;devices gnd use them consistently, ond goes

‘g0 far as to sayt "As soclal research workers come in-

creasingly to extend hheir'researches through the records
of many A@encies, they have a claim to be relieved from
the waste of energy that is involved in messtering s fresh

code with eacn Mgency thev consult.. (4)

1t must be remembered however, thaL the porfection of

cepe recording methols and techniques 1s not an end in
itgelf. It 1is only one of the means to more highly
skilled cese work. Caaé records are in a sense "tools"
in the hends of the professional soclizl worker'whb must,
nét only know how to use them_in the best interests of
his gliente.'bﬁt'elao how to “construct" thenm.

It is with the "constructlbn“ of case records that
thie study i malnly concerned. | |

1f one may te permitted, for the purpose of this

£

discussion, to dlstinguish between “"form" and "econtent",

the importance of a profeselonal recqrd 1ies no doubt in

its contents.  But the "form", or “"construction”, is
impcrbaht'in 80 tar 08 it linke up with the scientific
presentation of date ond mpterial. "It is not the facts
themselves which make science, but the method by which

they sre dealt withl (5} Materisl presented in em

(4)A B Sheffield, "The Social Lase History, 1tn con-
struction and contént", Chept.IV, p.l23. :

‘(S)Quoted by F. utuart Chapin in "Field . ork and Social

Research"”, Chapt.I, p.4.




" orgsonised and well~1nteg roted fashion is easier tg

aseimilate, interpret, and gnslyse than material hap-

'ha?arﬂlv put together, whatever its intrinsic value.

Moreover, it helps the social worker to clarify his own
ﬁhinking abo@t the prob lems involved in a case which,
in turn, facilitates diagnosis.énd ploanning of treatment.
This 15 most important where the record is used by 5 team
of professionsl workers as, for lnstance, in Child Guid;
ence Clinics and Health,centreé. or in paychiatric and
medicsl sociol work. |
This study is not meant to lay down hard and fest

ruies abOuﬁ‘case_recording. Not is it possible to éay
what constituteés an "ideal" record. In fact, from the
point of view of "eontent" Gordon Hamilton is probably
‘right in saying thst "There is no such thing se é model
record; there sre no routines which will make the case
inevitably cknr, sccessible, and understandable.
Records @hcﬁld be written to suit the cese, not the

cege geared to a théoretical pattern.” (6) But from
the point of view of "form", & good record needs two
éssential qualitiész simplicity ond uniiy.:‘ Too much
repetition, particularly of irrelevaﬁt deata, overlapping
- of information, and elabordtely printed sheets with too

- many headinga,.all 2dd o make*a‘record,cumﬁersome aﬁd
unnecessarily complicated; A "unified“-récord is one
which forms & welle-integrated whole. To achieve this

the various recording sheets may be arranged 1in some

order whieh will givé meaning and continuity to the
recorded matériai, and bring out clearly the main factors
1h'each cnse, Naoturally, consideration of. style and the
ariangement of the subject matter on each sheet play an

equally important part.

(6)Govdon.Ham11ton, “Principleu of Social Case Recording",
Chapt. I, p.5. -



Furthermore, it 1is perhaps inkﬁhe unity of a recqfd

that the inﬁerdependénée of good form and good content is
ahoﬁn most markédiy._ .“AlthOugb,good practice is not
necessariiv reflected by gbod recording, there is a
nstural 1nterp1av bet«een knowing what oneis doing and

| reporting well what one has been doing..- (7) In other
worda, s well-integrated record is seldom a "pad" precord,
unless those who keep it 1ack skill and understanding in
'thpif work. Even the best tools are of little use in the
hands of an unekllled worker. Conversely, the skilled
craftsman hill 4o better work with good bool% than with
ved ones. |

Translnting ‘thie into terms of gocial work and socﬁal
cage records, the skilled soccinl worker wlll»alwaya prefer
method 2nd system to cheos in cese recording. He realises
that it will sesist him in the better performance of hig
lbwn work, as well;as ralise the standard of practice gener-
ally, which is indispenséble‘if social_wgrk is to atﬁain
the. professional statue ho.which it aspires,

Thé‘qse of socizl case recbrds outside phe field of
actual practice may not be the social worker's primary
goncern, But, sﬁriétly speaking, if he 1s true to the
aims'and'objectm.of his profeésion,_he is under an ethical
obligntion to give an sccount of what he is doing in such
a way that it ie communicable to others who work vwith the
aame:aiﬂ&.andiobjectkfin*view@.- If it‘isvaccep%ed that
these éims'are té render sérvice &o.thevdommunity with the
object of sécial_amélioration, it becomes clear that
practical social work cannot alwaye carry on in isolation

"treating cosuslties while the war goes on."

(7)Gordon Hamilton, "Frincip]es of Social Case Recording"”,
Chapt. I. Do 4.



Perhaps the contribution which practicel soclal work

‘csn make to the improvement of social conditions, over
and abtove the treaﬁment'bf individusl casesa, is not
slways direétiy'diacerniblé. nor is it perhape slways
‘fully_reCOQnised; The keeping of reliable and well-.
éoordinatéd,aocial case records is one of the steps the
éocialvworkef can take towards a wider recognition of hié
services touthe community. One of the aspectshof _
kebping‘auchfrecords is to pay some attention td record-
,1ng methods and tochniques., ‘

As has alreﬂdy been point@d out, this atudy is
'cancerned with thev"form ,oq "eonstruction" of records
and with'the Aevices used té recoré cose work materisl.
Thie may only be one amall factor in the sum total of
.factors that'make up a valuable professiOnal reéord.

But its importance will not be underestimated when it
ié remembered that socisl case reccrdé-are the only
-means-the'practicai social worker‘nas to make the
"impress of his Btepé iaeting”, to "guide others

nerozs the desert."”




Chapter I1.

sETHOD AND PROCE DUYF USED IN COLLﬂGTING DATA»

A. Procedure in contactggg Organigations.

In ordér'to thain'the names and addfessas of Social
%elfare Organisations in Cape Town, the‘writer.bonaultedl
the membewship list of the‘Cape Goaordinating Council of
Soelal welfare Organisatlons, os well as Prof@ssar '
OJJ.¥. Vagner's book | "Social «ork 1n Cape Town", Part II.
Invdrawing up & preliminary list chCTganimations. the
following four categories were excluded :

(1} Orgasnisastions whose sole function is
fund-raeising;

(27 Organisations providing accommodation end/or
meals only; :

(3) Boys® snd Girls' Gluba,providin@.eports and
recreational facilities only;

{4) Orgenisations whose members render personal
service t.6 other Organxsationa.

. The ecriteria for 1nc1ud1ng en Organlsatién's cage
yecording system in this stﬁdy were firstly, the keeping.
of separate flles for esch individual case; secondly;
" the inelusion of social data in the record; or, in other
- words, infermétion concerbing the'social gituation snd
’envlronment of the client or femily. Thua@ an Orgonisa-~

tion recording only medical or administrative dahnp for

ingtance, was not considered_to keep "soclal" cage |

records. “ |

A 11et of 71 Organlsations wes finally compiled.

iﬁdiviﬁu&lly typed letters were addregsed to the Heads

of these Organisationa, briefly explaihing the ﬁurpcae of
| the study and asking for an‘inﬁerview. The letters were

more or lese identical, except that & dlistinction vas




made between Orgmisatlions known to keep records, ond

those where this had tb'be ageerteinaa. A further
slight-change in working was necessary to'd}étinguieh
' betﬁeénrAgencies‘(gtving'"out-&oor“}service); and
“'Institutions (giving "in-docor" servicé), (1} 1pis
'ﬁistlncnién has been maintained throughout the atudy,
~ the term “Organisations":referring to both "Agencies”
and "Instlt,utiona . o |

The responee to thoso lettera was most satisf@atory.
“ithin 2 relativoly ghort time 635 replies hed been |
reeceived,  OF the rﬂmninlng 8 Orgﬂnisationa 5 were
contaetﬂd{by telephone, ond in the case of 3 an lntvr-
#iew wag arranéeg. The other two Crgonisatione ad~
viaed the invastlgator'thatlno individual records were
- kept. ﬁne'OPQnisation waslfounﬁ‘to be a bysnch of
another whose Hesd cffiéa had alresdy been coﬁtacteﬁ.
TWO Organisaticnﬁ céuld.not.be reached:by telégﬁone.
As the 1nvestigeﬁar ﬂubﬂequemtly.aeéertained thot they
~do not keep records, nothing further wao done in their
cane, | ' | 1 ‘

Qut bf the 63 Orgaﬂieat!bné'who replied ﬁovﬁhe
.~ eireular ieptep.iszrote'to aay'thst'they db not;kéep_v
iindiviﬁual r@cords,'“ No further action was taken
'exeeph to thenk them for their roplies. In the case
of one Organieatioﬂ the circular 19tt9r had been pasapd
on to Headquarters in Jahanneehurg.'v A reply wog re-
ceived explaining their recording system, but no

interview wde grahteﬂ by the loezl branch.

(l)see Annexure 1 for'specimen letter,



Interviews were arranged with the Heads of the

remoining 50 Organisetions, in addition to bhasé men-
tibnéd dbove with whom an sppointment hed beén made’by
telephohé. of these 53 Organisations it was found that
a further 17 had. to be excluded on the following
grounds: | _

(&) TRecords kept contain medical data onliy; (4)(2)

(b) The welfare Section of the Organiaatioﬁ was

- glosed down 2nd records ere no longer

kept; (1)

(¢) Only records of an adminlstrative natre ore
kept; (1)

{d) Records consiat only of single sheeta (mainly
Application Forms) filed together 1in one
File, or single pages in 2 ledger-type
book.; (8) Y

(e) Recerdlng gystem and Forms in process of
: being worked out. (3)

‘Une new Orgenisation which had not originelly been
circulérized was subsequently included in the_investi5
gation. | |

Thé infarmation obtained from 37 Organiaations wvag

then tabulated and analyaed.

‘(g)ﬂumberq in brackets denote the number of Grganiaations
falling into that categorv.»



B, The Interviews.

One of the mO$t encégraging agpects of the iﬁterf
views wns tne»igtéreat,shown in this type of study.
MApparently some Organisétibns-wduld 1ike to improve
their récording Sygtem;'buf complained that lack of time,
sﬁaff,_orffundenﬁreveﬁted them'frgm’kéeping their-teéofda'
as weil as they would ﬁiéh to do.; Othérs.seémed to find
their svstems-pérfectly-satisfeetory for thneir own pur-

‘ poses, although to the inveﬂtigator they often seemed
unnecesssrily 1nvolved In some 1nstances the investi-
gator felt that a simnlifieé ayat em would meet the re~
_quirements of the particular Organisations equaily mell
without detracting from the viue of the records, end that
this wduid saVe tiﬁe,and expehSG in the 1ong'rﬁn.' |

Tne 1nformation obtained was recorded on Interview
- Cards, whlch were completed lmnedlately after each
intervlew. ‘3) A The 1nvestigntor preferred taking Y-
few notee a8 poaaible whilat lntervicwing 80 88 to
create a more 1nforma1 ataoaphere and rirst give inter—
viewees an,cpportunity of egplaining their systenm of
case redofdiﬁg in tﬁéir own words. = This infqrﬁal
method also helped the investigator to form sn impres-
_sldn about'the-genefal attitude tewgfda the use of ééae
 records in social research. It was interesting to note
that few of'thoée intarviéwed had thought of that possib-
ility, and after the writer had explained her 1deas on

>'the subject many were sceptical as to its prECticability.

'(3)Sée Annéxﬁfe 2 for specimen Interviéw'Car&.'




Apart from 1nformatxon connected with the number snd

type of recording gheets used, and the method of kepping
and writing up records, the Interview Cards.recori ansvers
to the followlng specific questions on the use of records
for research purpoaes:

(e) Are stotistics taken from records?

(f). Have records been used for reeearch purposes?

(g) Is. epace provided for stating briefly main
problem or gervice requlred? ‘

(h) Can records be used for research purposes?

The last queetion was added,mainly a2s a matter of

" i{nterest, to find out‘what:the 1nterv1eweé's opintion ves
with regard to his owh records, and to compere this with
the investigator's opinion.

| These four QUestions"énd the ansvers t0 them will be
' further dlscussed in Chapter v, .

The cards were filled in by putting symbols for 'yes'
or 'no' 1nt0 the apsce left open next to each heading.

A column for remarks on the use of recording sheets was
included. . The reverse side of the Card was left free for
| additionnl remarks, nohes on 1mpressionq gained, and
genpral comments made by the 1nherviewees.

Other data recorded were the time taken for the
interview, the degree of co-operation obtained, snd
lwhethér'or noi further contacts would be necessary.
Interviews lasted frbﬁ 25 minutes to 2% hoursg with an
average of 60 minutes. Co-operatibn'was very good
throughout, and only two Graaniaahiana hed to be visxted
a second time. Blank gpecimen of gll relevant formsa,
coerdg ani rgcorﬂing sheets vere collected and discucsed
| during interviews. |

A letter of thenke concluded all contacts.




Chapter I1I.

AN EXAMINAT [ON OF PRESENT PRACTICES

OF_CASE RECORDING.

A, The use of Recording Sheets.

The general practice to-day is to use forﬁs, cards,
or sheets to record cage work material. Some of these
recording sheets sre blank, others have a number of
printed headings. fhe sheetslare kept in a folder
which is either filedialph@betically or numerically,
¢onsecut1ve numbers béing_given to new files are they
éfe opened., |

" The number of sheets in;each file, and their purpose,
depends on the type of cese dealt with, and their.arr@nge-
‘ment would depeﬁd'partly on subject matter‘and partly on
considerations of meking the recbrd as a whole readable
‘and intelligible. ,

Apert from highly specialized information which
' some Organieations may have to record on seperate forms
introduced for that purpose Ohly, there are o numbér
of récording sheets which are ﬁsed, of could be used
by the majority of Orgenisastions included in this study,
~with due regord to those nbt applicable in antitutiona.
There are 10 such sheete which were tabuléted, and which
ab@ used in the following orﬁerlof frequency by the
ﬁumber-of Organisatidns appearing in brackets, out of

a total of 37




14.

Face Shéets (28)

History Sheets (26)
Medical Sheets = (24)
Disry Sheets  (12)

Educational Sheets (10)

Summary Sheets (6)
Budget Sheets (4]}

) ' . o |
Housing Sheets - (4) - ﬁ

‘Annlysis Sheets ( 3)

Employment Sheete ( 2)

In the subsequent sections of this chapter each
type of recording sheet will be discussed in detafl,

with some reference to its atandardizetion.

Tobles I, 1T, and V show the varicus recording
sheets uséd by the 37 drganiéations:and, aeparately,
6y.20 Agencies bnd 17 Instlbutioﬁsvrespéctively.
| Table II;shows»hoﬁ.many Orgaﬁiaétionsiuse cach type

- of sheet, and Tables IV end VI show the same for

Agencies and Institutions separstely.






















1. The Face theet.

Genefal Remarks.

A Face Sheet nay be defined as a form with blanks to
be fill@d up mninly with the 1dent1fying data of a cage,
| In its simplest form a Face Sheet would record the
date of first contaet or admission, the Reference'Number.
of a case, the name (s ), aﬁdresa(es); birthdate(s)},
marit61 etétus', and oceupation(s) of the persons ﬁitﬁ
whom an Organisation ig, in any psrticulsr case, -
primarily conberned; This information would also
be the minimum necesahry for clearence throuph a Central

(1)

Cnse Register, Depanding on adminiatrative polliey,
or the particular 1ocality 1n‘which an Organisation
functions information on race, nationality and éeligion
may elsc be required on the Face Sheet, under separate
headings., ' . | |

The majority of Organisetionsg would find'it
necessary, however, to record more than the minimum
information on their Fsce'Shéebs. - Moreover, certain
data recorded will vary aécording'to the type of work
in which an'Organisation'speciélizeé. Keeping the
main object in view, namaiy.to make readlily access~
ible concise and up~to-date 1nfdrmation of an ident-
ifyingvnature; everyfﬁrganiaation will devise a
Face Sheet to sult its own purpose. 5 |

‘Only within limits, therefore, ié it possible to

~ have Face Sheats_follaw o standerdized pattern.

”(l)See for comparison 2 specimen of the forms used by the
Cape Town Central Regilster, Annexure 3,




aithin these limlbs, however, a certsin amount of

uniformity is possible. (2)

The Faee Sheet 1sg generally placed in 2 prominent
position in the Case Record., . On opening & File it is
usually the first sheet, thus enabling the social worker
to.seé at 2 glance any importent datum which may be |
needed far reference purposes. Da;a on Fage Shaets
may also be qsed for administrativé purposes ofbclasai—
fication; A Face Sheet is not, meant o record disgnostic,
prognostlc,'planning or treatment 1nformation, aﬁd_ié not

designed to summarize the social situation.

Details of Face Sheets
1g this study.

Of the 37 Organlsations 1ncluded in this study 28
keep Face Sheets. Of these 18 are Agenciea and 10 _
Institutions, out of a total of 20 and 17 respect;vely,

In most instances these sheeta sre not actuslly
headed ?Face Sheets','but judging ffom thelir pﬁrpose and
functian in the case record they would fall under that
definition. In Institutiona, the 'Application Form'
ususlly takes the place of the Face'ﬁheets in Health
or‘COmmuhity Gentfes i1t is headed 'Family Census Card’'.
1t wes found to be a widespread practice to use printed
File Goveré, 9‘5' part of the data required on a race
Sheet are recorded on the Flle Govqr.- In some cases
this means duplication of entry, e;ﬁce sévéral‘headings

eppear both on the File Cover and the Faée Sheet.

(2)Gordon Hamilton in “Principles of Social Casge Recording ,
Chept. 11, p.l3, Footnote, mentions that standard
Fpce Sheets are used by e number of nationel or
Federsl Agencies in the U.S5.A.




_InAthe majority of 1nstamces. however, the only informatlon

repeated on the File GOVPP is the name and Reference Number
 .of the cose which is indispensqblo for filing purposes.
'In a. few 1netences the File cover alone carries Face
,’Sheet 1nformation.
| It 'wes also found tkat a number of Organieations use
| ':what may be termed here 'Combined F?ce—ﬂ:story ‘sheets,
B That 1s to 89Y . in add1tion to. Face Sheet date 1nfomation
on the pa&t and present hiatory of uhe cllent(e) 13 ' |
} recoréed/on these sheets._, As ean be seen on Table I -
5 Grganieptions use such comblned sheets.*” Eut-whilst
lin the caae of 3 the combined sheet replaces two seperate
sheets, two Organisaticnb usge comblned Face—ﬂistory
- Sheets in add1t.10n t.o History .,heeta, This m bound
to 1nvolve a certain amount of duplicatzon. |
In examining the Face &heets of tha 28 Organiaatlons
in dptail, the inveatlgqtor f0und that a totsl of 32 |
}posaible headin"s could be tebulated. This was donev
for Agenciles and Inet1tut1ons separately,'as_well.as for
both cdmbiﬁndas-loiﬂg#hiéatione'. " '('See Tables VII, zx, x.x)
. 1be Organisations are listed 1in order of - the number of
‘heaaings used, and the headings in order of frequency.
' The maximum number of-headinga on a Face Sheet of any
- one Organisation was 22, 2nd tbe minimum number 5.
Tables VIII, K, XII, ghow the headings again lisbed in
order of frequency. but 1n ralation ‘to the number of
ki-times each 1s used by Agencies (Table x). Ingtitutions

(Table XII), and - Organlsations (Table VIII) (3)

”‘B)For 1nﬁtance.; Al] 28 Orrenisations have the hpadin@
'Name ', whilet only 23 glve the date of . first con-
tact, only 12 the birth place, ete. ‘




The fact thot some data are not.

found on the

Foce Sheet does not. wean, Of course, that they 40

not sppear elsewhere in the cazse record. KEach

Organlsation must7decide which data are, for their

own purpos¢s, most importsnt and useful on the Face

Sheet, which should be recorded or repeahed. on

other sheets, and which need not be recorded at all. .

The 1igt. of the 32 possible headings is 28 followe,

in the order of frequency shown on Table VII (Organis-

ations )

1.
2,
3.

5
6.

T
8.

19

11.

2,

13.
14.
15,
16,
17
18,
19,
20.
21,
22,
23.
24 .
25.
26,
' 270
28,
29.
30,
31,

32,

Hame(a).

Specialized Infcrmation.“
Address,

Birth Date or Age.

Date of First Contsct, Application or Admission,

Race or Ethnic QGroup.
Educatlion or Training.
Religion or Church Affiliation.

- Qecupation,

Reference Number,

Reference or Source of contact.
Income (earned).

Relatlvesn,

Birth Place.

Remarks, . . .

Heal th.

Employment (place and/br name of
Other Organisetions intercsted.
Sex.

Service required or Prablem.
Marlital Status.

Date Cage closed or transferred.

Income other Sources,
Recommendations.

Nationality. ~

Socisl vorker in charge.
Housing. ,

Langusge.

Visits.

Expensesg.

Social Diagnostic Information.
Correspondence.

Employer).

@)

(4)A heading which has not been tabulated is "Relstionship
to Head of Family".. This is found mainly where an
Grganisation deals wlth nhe whole Family as a unit,

-t




It w:ll e noted that neadings are not listed in

the same arder of frequancy on Table Ix (Agenciee)
and Teble XI (Institutiona}i For 1nstanca,

- Educaiion cr'Training takes Sth place on Table XI
ond 13th pl@ce on Table IX. ‘TTuis is interesting
pecouee it shows to soms extent thaﬁ Agencies and
Inatitutiané dirfar:tnfthe importence they attach to
cortnin date on Face Sheete or Application F&rma;
This point, as wellras the rﬁlative'impartﬂnée of
come heaﬂinas to Agonctem ani Inatitutimna, will be
_further ﬁiseusna“ when each heading ta dealt with |

in detail.






















Analysis OfAHeadinga on Face gbéetg.

_ (l) Nama

All 28 Qrganisatiens record the name of the client

- or family on their Face Sheets. " This heading may not

only refer to the name of the person who actually re-

quires the gervices 0f the Organisation9 but aleo to the

names of membergs: of his immediate family, quch gg wife

and children, parents hhere minor children are the

¢lients, one: parent or guardian,‘or, where the 0rganis~

atlon deals with the whole family as a unit, the neme

of sny other menber who belongs to thﬂt unit . Thei

names and other partieulars of relatives not 1iving

togethér with the client(s),vor forﬁing & aépafate :

egconomic unit, are usually recorded under s separate

heading"ﬁelétlves'.

(2) Sgecialized Information.
Under this heading. the 1nvest1gator grouped the

data which may very with different types of-brganisations

accorainq Lo the work in which th@y specialize. These

data cen be put rougbly into 7 categoriee.

{1)
(11)
(111)

Iiv)
(v)

'(éi)’

(vii)

‘Special legal, medical or psychological data.

Details of Relief given,

Additional dates, e.g8. marriage, arrival in
town or district, ete; .

Nome and address of 1analord,

vDetailed physical deaoription of inmate or

pupil;

Add1itional financial 1nrormation concerning,
contribution to meintenance in Home or
Institution.

Information on birth of child. oo legltimate'
or illegitimate.
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It was found thet all 28 ¢rganisations record such
epeczalized information, the dnta falling within one

or more of-the 7 categories.

{3) Address. |

All 18 Agencles and_g out of 10 Institutions give
the sddregs of their eclient(s) on the Face Sheet.
In the case.of hgencies thie needs no further explan~-
ation. in the cage of Institutions the sddresse is
often that of the parent(a) or guﬂrdian of the pupil
to be admitted. | A number of Organisations provide
enough space on their Face Sheets to allow ?or several
changes of sddress together with. the date when the

move took place.,

(4) Birth Date or Age.

17 out of 18‘Agenc;es and all 10 Institutions
record the birth dste or age of thelr client(s) on
the Face'Sheet‘  No further comment is needed to show

‘the importance of this heading.

(5) Date of'FIrst,ﬂontagt;_Apgglggtion‘or,AQﬁ;gglggo

15 out of 18 Agehcies and‘B out of 10 Institutions
_vrecord this date.  Since it is also included in the :
information required by the aocial Case Reglster 1b is
importent for those Orgenisetlons who send in Registre-
tion Forms. Eut even for those who do not register |
thelr cases, it may be useful tpbshaw this date in a

-prominent place 1n.thé cage record,

(6) Race or Ethnic Group.

12 out of 18 Agencies and 7 out of 10 Institutions

have the hesding 'Rece’ or 'kEthnic Group ' on their




Face Sheets. Jhere an Organiaaﬁionndeals excluaively

with one racial group the heading would, of course, be
unneceesary. ‘ Otherwise it may be important not only '
for 1dent1fying purposes but also to show, 1if neceseary,
- the relabive numter of cllents or families in various

'racial groupavaermag by & perticular Organisabion,

{7) Lducatlon or Trainln .

10 out of 18 Agencies and 9 out of 10 Institutions
have thie 1nformatlon on their ‘Face Sheets. o1t will
be seen in comparing Tables IX and XI that thls heading
tokes 5th place for Instxtutions whilst it only takesA
13th place for Agenciea. Since the majority of
Inshitutions deel with young persons under 21 years of
- B8, it 15 1mpurtant to show this 1nformption 1n a
yprominent place. - lt can also be seen by comparlng
Tables VII and 1 that a nunber of Organisatlons have:
both the heading on the Fﬁce Sheet o6 well as a ‘
Sp60181 sheet for Education. Thls simply means
that aport from the educenional standard of the
client recorded on the Pace Sheet, schoal reports .
or braining certificates are 1nc1ud°d in the complete
’ socisl case record. ﬁhere such reports or certifi-
cateq are kept in sépnrate filee, or in a schooJ-
building belonging to an Institution, without copies
being attached tO‘the case record, ‘they were not

v;included in: the tabulation (5)

'(S)Information on educetion and training may also Le
~ found on the History . Sheet, either under @
geparate heading or incorporated in the text.




In vwhat. place in»the 590191 case record, or how

fully. this information should be recorded each
Organiaation will decide according to the importance
pttached L ﬁhese data.  But it may perhapa be
pointed out here that only in a very few ingtances is
it a]together irrelevant. Whatever the particular f
disability, maladjuatment or need of the client, 1n
piving advice, assistance or planning treatment,}

the socisl worker will nearly always find it useful'
to know somethlng of zhis educational or vacatlonal

gtandard.

(6} eligion or Church Affiliation.»

11 out of 18 Agencies and 7 out of 10 Inatitutions |
include this headlng on their_Face,Sheets. Agaln, a8
in the cﬁée of 'Hace' sﬁﬁe Organiaations catervexclus-
ively for persons of ove denominetiono of the others,
the maJorlty consider this information important enough

to have & special heading on th@lr Face, Shaeta.

i

(91 Occugation.
13 out of 18 Agencws and 5 out'. of 10 Inst.ltutiona

have this heading on their Face Sheets, In the case
of Institutlons dealing with ehildren, it ofﬁén‘reféra
jtﬁ the occupation of the pﬂrent(a) or guardian.

This headling is sometimes combined with 'Employment'"
-but in the majority of 1nshances occupatien 1a recorded
separately, Employment ref@rring to the place of

(6)

employment and/or the_name of the employer.

(6)hlthou5h olten regarded a6 an lmparbant identifylng
‘datum, 'Cccupation' is not f{ncluded on the Forms
of the cape Town Central Cage Regieter.




‘The Referénce‘wumbgr of & cose record is always
found either on the File Cover or the Faee 5heet,vor
on both. | Of the é8 Grgenieations who keep Face Sheets
14 out of 18 Apencies and 3 out of 10 Institutlions. |
_put this humber on the Face Sheet and/or File Coveru
A number of Orgenisations who do not keep Face_Sheets
' givevthe Reference Number'on their File Covers.

Some Organisations, pafticﬁlarly Inatitutioﬁs, do not
number thelr Flles b@cause the case load is small and
the filing system very simple, But apart from their
ﬁsefulness for indexing pPUrposes, Reference Numberak»
also greatly facllitate communication with other
Organisationas They form part, moreover, of the ;
minimum 1nfofmatiqn required by any Soclel Case |

Register,

(11) RBeference or bouroe of Contact

10 out of 18 Agenciee and 6 -out of IQ Institutions
_recori the source of contact of their cases on the
Fsce Sheet, I'his 1nformation rray be very. useful for
»Sréferenca purposes and to. have it readily acceasible, 
as on & Face Sheet, may gave time ani 1noonvenience.,

It is 1nterest1nr to note that it is one of the dat

required by the Cape Town Gentral Case Regieter.

'(12) Income gearnedz.

11 out of 18 Agencies and 3 out of 10 Inst1tuttons
record the income earned by thair clierts. As far as
Instltutions are concerned it may. &gain refer to the.

1ncmme earned by the parent(s) or guardian of a echild,




*Income (earned)’ denotes wages and salaries as distinct

from 'Incbmé other Sourcesf.which shows peneions, gfants
or renté. A numbef’of Orgsnisaotions use the plain.
headlng_‘lnéome’, with subheadings'reéordinngagea;
pensions, grants, etc. herever an Organisation
distingulshes between various types of income,3the
investigator used both headlngs, 'Income (earned)'

snd 'Income other Sources . .

(13) Relatives.

A —— S T A

8 out of 18 Agencles and 3 out of 10 Institutions :
record the‘names, addresses, and other pa rticulars of
Relatives of the client(s)Aoﬁ their Face Sheets.

_Again, this lnformation may be useful for reference
purposes, more particularlv 1n cases where material

‘epslstance is required.

(14) Birth, Plaee. v

6 out of 18 Agencies and 6 out of 10 Institutions
‘récord their clienﬁs Birth °lace. It will ‘be noted
that Institutions appear to attach more 1mpor*ance to
‘this heeading ‘then Aggnciea._ #hether 1% is considered .
relevent or not moy depend 6n'thé type. of work an |

'Organieatidn is doing.

- (15) Bemarks.

9 out of 18 Agencies and % out of 10 Inetitutions
have thia hendlng on their che “heets. It sometimes
takes the form of 'Additlcnal Notes ’ 'Further Deteils’,
or 'Additional Facte.regarding Cage's The space
provided under tnese headinge sgrves primnrily to
record briefly additional 1nformation which cannot

easlly be included under any of the printed headings

nd yet must be €asily accessible. On the other hand,




2.

in most instances the space is very 1imited and precludes
any but the briefest mention of additional factors |

regarding the case,

 (16) Health.

‘6 out of 18 Agencies and 6 out of 10 Institutions
'have a'heading on their Face Sheets under which some
infcrmation,on the health of the client(s) is
recordea. A mumber of these organisatlonq eleé keep
separate Medical Sheets or Reports in their Filles.
Thlb may.méan éoms'duplication.' In the caese of
Institutions, however. the atate of heaith of a

pupil or inmete at the time of Pdmlssion may ve
.recorded on thv appileation form, whilst the medic 1
'reports rafer to health matters during the pupil's
stay in the Institution, \ Horeover, Organasations
dealing with the phvsically handicapped will, as &
rule, record medical data in more detail both on the .
Face Sheet and on other bheets. But in moet insﬁanées
the spsace provideo under the heading 'Health' 1s 80
limited that only-a general term such a8 'very goodf,
"gocd'.or "bed ' can be'uaeﬁ~there. on the other
vhandg this 11m1ted spece may be used %0 refer to
another page or Record Sheet in the File. I thia
{g done in red ink, it draws attention to the fact
that‘d@tailed informetion on the client's health

can be found e&lsewhere in the czse record.

(17) Employment.
' As already mentloned under *Oceupetion’ this

'heading refefs'to'the placé 6f"emoloyment and/or the
neme of the employer. 10 out of 18 Agencies end 1

»AInstitution record thig informstion on their Face Sheets.
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It is generallv considered useéful for raference purpoees.~

’ Qrgan;sattone using comblned Face Hlstorv uheets were

“ell found to incluﬂe the heading on those bheets,

‘ (18) Other Or,anlaations‘Intpreat@d.

9 out of 18 ﬁgencies and 1 Inatitution provide apace

on their Face oh@etﬂ for mentioning other Organisetiore
'also 1nterested in the partlcular csge. . In most
1nstances the name and refarence number of the other {
Organisqtion 1g recorded, but in a few cases elso the

- cause of contact and the aorvlce givena : Organisatione
Whlch registor on the Central Case Register will, of
_course, file tna forms returned to them by the REFISt@r.
o Eut thero mav be subsequent notifications, and. Organiss'
atione dea1ing wifh comolex cases may find it morp
Canenient to have the nsm@s and reference number of
‘others 1ntcrested all in one place 1nsteed of on a

number of looae ehepts or slips of pap€r.

(19) sex. | |

g Agencies and 1 Inntxtution have this heading
- on their Fﬂce gh??tse Only a amall number of Organis-
v*ations uge" thts heading because Instltutions ueually
odmit persons of one sex only, whilst on the Fsce
Shepts of ﬁpencies the sex of a client coan be under-

stooﬁ from hls name.

(20) Service Recuired or Problem.

- Only 7 out of 18 Agencies ond 2 Institutions make
note under a aeparﬂte heading o: bhe problem or aervﬁce
requirpd in a case. ‘ In many instances problems are,
of courae, complex ani the real cauas of a client's
maladjustment may moreover often be diacovered on1y

after s thorough 1nvestigﬂtion. In such caqee the




cause of contact may perhaps ncvertheless be’ stated

briefly on the Face Sheet whilst the problom ¢an be

v'pronerly discussed on the History or Analysis Sheet.

~ To record this information on the Fece Sheet may be of

- yalue to those.Organisations (mainly Agencles) who,,

- for stetistical purposea, are interested 1n finding
- out how frequently they are called uponka deal with
any partlcular slgnlficant problem. From this point
of view the heeding may also prove useful for seclal

(7)

research.pﬂrppses;

(21) Marital Status.

'8 out of 18 Ageﬁcies and 1 Institutlon record the
vmarital status of their client(s) on the Pace Sheet.
It will be notpa that ‘this is one of the dnta asked
- for by the Central Gase Regieter. As for as Institu—'
tions déaling wlhh chlldren are concerned, it would

refer to the marital status of the parent(s) or guardlan.

(22) D «gte Gaae c;__ed or bransferred.

2 out of 18 Agencies and 3 out or 10 Instltutiona
- yecord this date on_their.Face Sheets. One of the

2 Acencies also gives'theffeasonffor closing a caee.
nghe majority of Organisatlons mould probably meke a
note of thls date elsewhere in the case record. .

'Mbreover, Institutions are required to keep soecial

‘ ‘Registers where detes of admission ‘and discharge are

 ‘recotded.v Agencips nay find 1t useful, however, to

have thla date on thn Face Sheet..(a) for reference
purpoves. and (b) to. be able to aee at-a glance the
- time spent on 2 eese between the date .of first contact

and the date 1t waavclosed.

'(7)Seé Ghaptér Iv.



(23) Income other §ourceg.

- 5 out of 18 Agencies and i InstitutiOn.recbrd the
income of their clients derived from other sources then
vages or salaries under & gépafate.hééding. As alréady
mentioned under ' Income (earned )’ this inoludes penaions,
- grants or rents, Since these sources of income mey te
of a moré @ermanent‘nature than woges or selories which'
. may fall awsy through 111-health or other unforeseen
;eurcumstances, the heading facilitates the assessment
_of the client's economic etatus by diatinguishing

betueen diffcrent types of 1ncome.

(24) Recogmendations. . o
3 out of’ 18 Agenciae and 1 Inatitution have thls‘

neading on thelr Face Sheets. Tt must be noted that
2»cut 6f5the‘3 Agencies'and the one ;nstitution keep
Face-Hidory Sheets, whilst the third Agency keeps no
History sheet. It"would appeaf therefore that this
}:heﬂding 1s found on the Face Sheet only wvhere a combined
Sheet 15 used, or: where no other Sheet ig qvailable to

make a-note of recommendetions.-

'(25),Nationalitg. A o : 'v_a.»,
No Ageﬁev records thie infbrmation. It is
1nc1uded on the Application Forms of 4 Institutions,

in the case of two referring to the natlonality of the

parent(s) or guardisn.

(26) Social WOrker in Charme.-_;

2 Agencies and 1 Inatitutlon include the nam@ of
the social worker in .charge of the 1nvesti@ation on
'their Face Sheets. Many Organtaations, pﬁrticularly

Agencipe wbo employ . several social workers and carry




300 oo

2 heavy caséAioad,'ﬁay,find this iery uséful;_aﬁd it

48 surprising thai it 1s~nbt a”moré:gehefally accepted
pracbice.*f-The‘investigatOr'e name usually aépeefs on
full case reports, but for quick reference it may be of.

vaiue to have it on the Face Sheet ss well.

 ©7) Housing. -

c 3'A59n¢1es b§t'ﬁd Ihstitution:recbrd_1hfpfmatién
on the housing 00ndi€iqné of thélrﬂclienté oﬁNﬁhe |
Face Sheet. (8) Aelfar'as-Institutisné are concerned,
the majorlty would obviously notrfequire'this informa-"
~ tion unless a;speéial ;nvéstigatlbn isito be made'ihto
. the pupil's home'cifcumatances;]' In many 1nsténcés
such 1nvestigétions.ara carriédfout by an Agenéy an¢.v
'incorpofated in a general report on the caée. A8 to
Aggncies,’information on hoﬁsing 15 usually of gréat
impqrtéﬁce, but,thévFacé Sheet ié‘perhaps noi‘the '

. most éuitable plaéé-ho'record 1t. Space 1s limited,
and unless h§usihg data'are’ﬁetaiiéd»thay are.not'very
ueéfﬁl; -The information is_geﬁeraily'fdundvelseﬁhere :
in the case fecbfd'ahd,'aé.caﬁ be seen on Tgble”III,
 3'Agencies have'se#arahe'Shéeﬁs.br detailed sections

on housing and sccommodation. (9):

(S)The one Institution recording housing conditions on
' i1ts Applicetion Forms does o in such detall that
the section on 'Housing' was considered to con-
stitute a separate Sheet,

(9)one Agency which desls specifically with hcﬁéing'
keeps this information in separate Files.
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(ae);gg_gag._, L

Only 2 Agencleu and 1 Institutlon record the
home. 1anguage of ‘thetr client(s) on the Face Sbeet;
If this information is to be recorded at all, it uould
seem that the most suitable place is the Fsce Sbeet.
On- opening a File the social worker wou]d be reminded
et ‘once 1n which language the client is most at ease.
~-Shou1d a client not be familiar with one of the two
official languages, the aocial worker cen then at
-1eaet make allowances f@r this handicap. - To put the.
‘client at eaae is onp of the firab stepa in gainlng i
his confldence. and every soc1a1 worker will agree )
that thisnmaat 1mportant in-all rehabilitahive work.
Some Organisations are. of courae, accustomed to deal
‘with one language group only, and might therefore '

consider this heaaing unnecessary.

(29) vmit,a. | -
2 Agencies include a brief record of visits paiﬁ to:
the client's home, or the client s‘calls»at the Office,’
| on thelr Face qheets.v," To fadord thisliﬂformation'is o
of value to Aeencies who want to keep a check on the |
;number of ViﬁLtS pald over 4, period of time., . Bub.
seeing thﬂt space 1s limited on a Face Sheet and does
net allow for recorﬂing aetails es to thp nature of the.
‘vleits. a Diery Sheet may be more ueefu] for this

pUTpPOSe s

'(30) Exgenae o |
2 Agencles record the expensee as well as income

of.their clientSzon.the Face Jheeto (10}

(10)One Institution records 'Income and 'prensea 88
well as 8 'Summary of Financiel Circumstames' in
detall on its Applicatlion Form. ‘Ag this seéction
smounts practically to a gseparate Pudget Sheet, 1t
we.p tabulatcd ag such on Tables 1 and V.
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'Since 8 Face'Sheeﬁ'is not an'appropriaté'place to set
out & budget, the more general practice is to have
elther o sepsrate Budget Sheet or Section, or to
incorpofahe this information on the History Sheet

under the hesding 'Financial Position'.

(31)vSocialtﬁia‘nostic,Inf rmation.

2 Agencies record informatiénwto.hhis‘effect on
their Face Sheets; | One of these-keeps 2 cémbined
Fece- Historv Sheet. As has been noted under
'General Remarks at the beginning of this Chapter,

a Face Sheet ie not designed to record pocial dia-
gnostic. 1nform@tion. Quite apart from the conaider-
'ation that a social case record shou}d havc continuity
snd present 8 well inhegrated mhole, a2 social diagnosis
;can geldom be expreaaed in one or £wo seritences, and
there would be no spaece on a Face Sheet to record the
process of diagnosis sdequately. As cnn’be'seeﬁ on
Table III. Agencies keep separate Analysie aheets
“where the diagnosis,of a case can be discuesed.in 4

detalil., -

(32) Gorresnondence.'
One Agency anludea a vmecial heading on 1ts
Face Sheet for recording details as. to correspondence
received or sent 1n connection with the case, Again,
8 Diary Sheet may - be more useful for thie purpose,

since 2 Face Sheet may easily become unwieldy 1f
(11)

too much 1nformation is crowded»onto it.

. _

(11)0ne Instituhion keeps a special ‘Gheet to record
data on correspondence between pupils and thelr
fﬁmilies or friends.. ‘ .
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2. ne History Sheet.

General Remarks.

' The History Sheet is one of the most; important
1Sheets-in‘a_fu11 soclal case record since 1t records
‘that inrcrmaiion'whicn*fbrma; 50 to speak, thé body of
the whblétcaéé, "Knbw}édge df the'c1ient'$_past and
:;présentvﬁispdry15111 hg1p_the;$6¢ialfwdrker-in her  '
‘@iagnosis aévweli &5 1in planning treatment. vTﬁe!
ucﬁﬂistory Sheet serves 40 record ag much as poaaible
of the client 8 earlier social background, relevant
-detp concerning his social relationships and various
‘environmennal foctora, and, 1if poasible, some 1nfor~
'vmation on charactsv and peraonalitv traits, or speciel
behaviour problema, which may be. of value in aaaesslng the
‘client'e own resources towards adjustment and rehabil-
/1tation.= An s znalysls of the client 8 social asseta‘
 end 1iabilities may follow, interpreting,the datarknown :
and therébv'arriviﬁg at é'diqgﬁbsis'&nd a plan:fcr’
'treatment; (12) The treatment hlatory may then be
recorded in detail. 1ncluding 1nt9rviews between the
client and the socisl worker, action taxen by the
latter and the former-s response to it, untll the case
- ie closed. or tranaferred te anotner Oraanisatlon.
ﬂietory Sheats are’ usually mritten up in narrative
form. Moreover, what 1s here called the History .

-Sheet, 1s actually very aeldom only ‘one sheet.,

(12)Some Organisations have specia) Analyais Sheets for
: this purpose. ' v : o




Seversl sheets may be necessary to record ali the

moterisl avallable cr‘deaired;x These sheets ara'&leo‘
in a sense continuous s since é’mumber offcontécta may
‘take place over a period of time and new facbars may
‘emérge while treatment is. 1n arogress. o |
| The History Sheet 15 therafore also one of the most
‘flexible récording sheets, - It is to-day seldom found to
e a Form with orlnted headings. ‘The arreﬁbement of the
subject matter 1n usually lpft to the soc ial worker whc o
will decide what headinma and subheadings to use to make
vthe-material.most readily.eccesslble‘and 1ntell;gible.
‘This fiexibilitj makes‘lt difficult to dévise a
standerdized tvpe of History oheat. - The 1nformat10n
v recorded mav V¢ry accordinp ta the different functions-
- of Organiaaticns‘. The pavchiatric social worker may
place emphaa:s on dlflerent aspeats of a client g
history than the Public Asststance 0fficer, or the .
goclal worker employed-by»a’Haélﬁh‘Cenbreo On the
other hanﬁgfschbolé of Social ork often pr&vidé,their
" students with an ’Outliﬁé'of o Socinl Case History',
vor 'bocial Caaﬁ Report', mhich 1s designed to. serve aé
o guide rather than é model. These 'Ouhllnea
actually do not vary very much from one School to
snother, or evern from one country to another., ‘Fhey
ere often drswn up with the 31& of the latesnt auggestaj
i'}ionﬂ in aoeial work litereture, ond they are thug, ‘in
a sense, universally applicable. o

-Aa far Bg some standsrdization of Hietory Sbeete g

is concernad,_the following_points may be noted:
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As the professionally tralned social worker wlli have
received some guidsnce in how to record a Czge History,
.History'Sheets.of'different Orgenisetions employing
trained workers will have 2 number of é;milar features.
Quite 2 large degree of uniformity is also possible
within 2 group of Qrganisationé dbing the same'type:or
 work, 00vernmentvnepartméntévaﬁd Nationsl Bodlies may
even find it_convenient“tc use printed Eormé,

| vhen discussing the advantages aﬁd disadvantoges
of flexibility in recor&lng cose history materisl it
should be borne in mind tbst History Sheetsn often con~
tain the most intimete informaticn_about 2 client or a
familv.v The data maylbé so complex that any sttempt
to record them according to a preconceived pebtern may

not reflect & true pictur& of thp client's history»

Qeteila of History aheena uged bv Oraan aationg
ipeluded in bhis stuﬁy. o

- Of the 37 Organisations included in this atudy 26
keep Historv Sheets, or 14 out of ao Agenciee and 12
out of 17 Institutions.. As already noted 2 Agencies
- Reep Bistory aheets in ad@ltion to combined Face—Hietory
‘Sheets. As can be eeen on Table IV (Agnneies}

History Sbeets take second plsce to Fave sheets. _
while on Table VI (Inatitutions) they take first place
together with ﬁedical Sheets.

A detpzled ﬁxamination of the History Sheets of
‘the 26 Organisations reveals 11ittle uniformity except

-vhere Organisations provide the same typa of service.




Ploin white foolscap sheets on which the case history

1s set out under separatefheadinga:are_ﬁae@ most fre-
quently.‘ These hiétofies sometimes take the form of
lengthy typewritten feparts, whiéh.may te useful when
ébpieé have'to be sent to;other‘Grganisations'interested
in the case, Some Or@anisatibns use sheets of smaller
sizes or differeﬁt colours, end a few use large and
smail 'Blocksheets', E&Qcksﬁeeta may have printed
‘headinga,‘sudhuas Case No;,-Race; Néme, Addréss, and
Date., Other Organisations, mainly Institutions, have
no History Sheets of their own, but have either
originals or coples of.completéﬁ printed For@é‘used |

by the Department'ofvsbcial'ﬂélfare in their Files. -

A few use both their‘own‘shéets and the printed'Fénms,

- These Forms may refer to the nistory of & child or
young person prior>to placement in en Institution;

or may’reéord briefly the history, while in the Iﬁet1~.
tution, of a pupil relessed 5n Licence under supervleion,v'
or to be relecaged pyior to the e#plration of his pgried
of :ebention."'These two latter Forms are complete&-'
by the Principsl of ihé Iﬁstitﬁtion and must be sube-
mitted to the relevant Auuhbriiieé. A number of
Institutions keeﬁ capiéa of theée_ﬁheetsxin thelir
Files, in case they are needed for future referencé,

In view of the grest variety of History Sheets
 used by the.Drganiéations included in ithis stﬁdy,rit'
.wae nbt possible't§ work out o Table similar té-hnat
for Féce Sheets,  But, broadly spesking, the foiiowing
1nformationris recorded most fre@uentiy‘unaer separéte

headings and_subheadiﬁgsz-




(a) Family history, and/or personal history of
_ client;

(b)'-Social relationships of client;

{¢) Environmental factors (living conditions,
housing, neighbaurhood),

,(d) Fconomic circumstances (financial reaources,~
expenses, needs);

(e) Fducational, vocational, or employment
: hiatory; .

(f) Health factors;
(g) Discussion of problem in detail;

~(n) Recommendations or plan of treatment, actlon
' taken, response..

As haa already been noted under 'General Remarks'
in this section, dlfferent Organisations might concen-
trate on different aspects of the cllent 8 history
sccording to the services they provide. The investig-
ator found that thisnalso Lrue of the Organiaatione
included in this study. | But apert from these
aifferences, noﬁ all Organieations keep History
Sheetﬁﬁn such detallvaﬁ'thejabove outline suggests.
1In fact very few do, end this may be due to two
reagons? | _' '_ : v\

' ka) for some data 'sepafate Sheets may»be pro-
vided, e.g. Budget Sheets, Analysis”&heétsﬁ Medical
; Sheets, etc. - | |
| (b) some Orgenisations do not consider it neceasary
_br practicable to write up detailed histqrias of their
ceses., - This may be due to lack of time or staff to
carry ont probér investigations;  or the problem is &
simple one ond can be deslt withﬁwitﬁout 8 moreideJ

tniled knowledge of the client's history.




Institutions, apart from the prlnted Formsg above

‘mentioned, do ag & ruls not Keep P ‘record of a pupil 8
or inmate' S history, either prior to admlssicn or during
_ his stay in the . Institution.vf The 1ﬂveetxgetor wag .
"*fraqnently told bv 1nterviewees thnt rrin¢ipala - |
:throumh daily contﬂct over a number of veara - know egll
ﬁbout their.puplls or 1nmates,vand that there is no
- need t§ keep 8 feéord cf”tﬁeiinstiﬁutienal history of
- & pupil, ¥hilst this may'he ﬁerfecily’true, pafticuiar-,
4iy where the number of 1nmetes 13 relat1v~1y emall, |
there are two poinbs whzch might be ment;oned here‘
Princlpalq, a}thouah their term’ of ofiica usuelly
extenis over many yeare, 4o after a1l change, and . th
1nmateé cau@ht,-ae 1t were,_in such 8 chage,.may be’
et a disaavantageimérely becausé.the new.Erincipal knbws
little about them. The othér p§tnt:c0n¢erna the question
~ of whether it i"(aiQaye wlse”ﬁa rely too much'on:memérv.
Many social workeru, Pngpg@d on & diffieult caseé, must
Ihave exnewiﬁne°d that senae of frustration when, on .
hesring that a. client had spevt pert of his youth in
an Institution, no detpiled report of thiq period
could be expected. : Large Institutions, nmploving the
services ofnpeychologist or other trained worker would
of course, beAin a position to gupp1y o more completen
_report. f ; | e |

_ A number of lnstitutions are required to Aeep
punishment records. It 1s interesting to note in this
~connectlion that offences committed and punlshments meted
eut are sometim@s the only data recorded kY] iar 28 the
pupil's behsviour is coneernea¢ _No mentien 15 apparent-

' Ly mﬂde of significent incidcnts which would tbrow light



~on a pupil's 5éneral*quélipies;ghis.potentia}ities,for

soeisl ad justment, or hia'abtlity to glveﬁéhd take as
a-member Of a'érOUb; To record such 1nformation asg |
well may be af value in paving adviee and gu1dance ﬂheﬁ
R pupil is about to leave an Inatitutian to face life .'
on bhis own. . |

The investigator could flnd no- evia@nce of co-"
',relntxon betuean the valume of History Speetl and the
nmatver of other sheeté kept., That 15 to.say,vthere ia
.no evidence that those Gr?anisﬁﬁions whi ch vrite up their
case hlstorias 1n‘great detail will thereforevhave fewer :
other éheébé..br,that t&o§e Qhosa"éase'hietories afe lesa
detailed will have a numberﬂof other sheets to make ﬁp a
complete caselrecdfd, .Theré éeems.to ke a-tenﬁéncy'for
thooe Orgsanisotions whidh-kéeﬁ full anﬁ'detailed History
Sheets to have also more than the average number or otner
Bheeta, and often fair1y elaborate Face heeta ag. well.
But this teﬂdency 1svnat~pronouncedvenough to warrant a
generdliaation es Tar ss tha whole g?oun is concerned.

The cloae examinqtien or Lhe HLBtOTy Sheets has
revealed rather thet. here apain, there i8 little unlﬁ'
,formibv in method or Bystem eithev in the way in mhich
these Sheets are written up or in the way in whieh ‘they .-
are integrated into the case recor& as pqrt of & well-

planned whole. o ,';,f 'f' '> : R 7 fﬁ,€




3, The Medical Sheet.

The ¥Medical Sheet may tske the form of 8. more or

‘less detnlled ﬁoctor 5 report on the client's general
gtate of heelhh, sometimes includln@ a recorﬁ of his

medicsl history; or it may'be.a_Uoctor.s Certiflcat.‘

supplying,s?ecific 1nformaticn,as”to the client’s

fitness for work or need for-further‘meﬁival attention .
Depending on the type of serVLce prQV1dea by the Organis-
ation, dats suoplled by psychalogists end osychi trista
may elec be recar@ed on. these Sheets, or on separate
sheets attached to medlcal reports.f

Strangely enough, At has not always been suffi-

clently realized in soclal ﬂork practice than a causal

relationship may exlst between 1ll-health énd soclal

malad justment. In the paéﬁ. excapt for Nental Health

Organisations and thoae enring for the ohysicallv

handicﬁpped, 1t woe seldom that detailed 1nformation

on the client' e,physical'anﬂ mentol condition was in-

cluded in soclal case récordé;* To-day, génerally
speaking, much more attention is paid 1o such data,'
since the modern social worker is aware of the
importance of interplay Letween ‘heaith and soclal
factors, |

It is 1nteresting to note that. 24 out of the 57

'Organiaations 1nc1uded in thia study, or 12 out oi

20 ASQHCLPG and 12 out of 17 Institutions, keep :
Medicesl heets in their case recorﬂéa As can be

gseen on Table II (Organisutions), Nedical Sheets take

third plaee to Face Sheetq and History bhoete. : They

take first,plecegin frgquency together with Hietorg

Sheets for Institutions, (Table VI), and third place

‘Tor Agencies (Table 1V).




A number of. Organiantions, mainly Institutlions,

ude the printed Medlcal Certlflcates of the Department
of Social nelfere (Form C.A.10) which are completed by
a District Surgeon. Some Institutione hove their own -
printed Forma, campleted by a Eoctor abteched to the
Institution, in addition to the ebove uertificatea.
Others have Cards or Sheets on which periodic visits
of a phvsician. and his. finﬂings, are recorded.,
Data on dental care may alqo be recorded on separate
Sheets or Cardn.': Medical certificates from tbe client's
. own pdoctor are often attached to a case record as well,
~but such certificates were not considered to be
"Medicel Shepts in terms df thisishudy; |

of the 13 Orgpniaations which do not have geparate
Medical Sheets in one form or another attrched to thelr
case recorﬁs,'B record health data et some 1ength on
their History Sheéta;“ld'keep all feports and certifi-
cates in eepérntévfiles'1ﬁdependent of social case
recorde, 2 proviﬁe some space for general remarks on
health only on thcir Face gh?ets, and 2 are not con--
cerned with health dsta unless relevant in ?ny parti-
cular case; 2 record medical information; if at all,
on their_Dlary $heeta as part of other data recorded
from time to time. o . | ‘ |

The inieresting_facg rémainsg however,.that the
ma jority. of'Organisatidns'da‘attﬂch {mportance to the
proper recording of medical anﬂ healtn data as part of

.sogial cese recording. '




- 4. The Dlarv Sheet

A Diary Shest. 13 designed to rec.c:umq brlefly day--
to-aav contvcts with or about clients such 2s telephoﬁe
calla, appointmenta. Vluitu, corresgonuence and similar

ttera mhich must be noted but woula make the Fuce
.-Sheet unwieldy and would 1nterruptthe narrative of the
Histary Sheet‘ Disry Sheets may also be called
'Backing oheets ’ or 'Index Sheetg . They may provxde’
| an 1ndex to report ’ 1nterviews. and other Sheets in_
-vthe File, and they are partinulﬂrly useful where case ;
records are volumincus and sheets‘ana ducuments,may
”aave to be- numbnred.?  “ihce a'ﬂiary Sheétnis'desigﬁed_
only for brief entriee, soma Orgenisatlone may usé s
simple code to refer to the variouﬂ types of contact.
_Reference to other Qheets, letters, or documents may
be made by simp]y stating their name or number,
'posnibly in red ink, - | R

The Diary Sheet mqy thus gerve the two fo]d purpose
of recarﬁing routine matters in chrcnoiogical order,

- anJ of acting ae an Index ‘to- cther Sheets, reports or
documents by ahowing whero more detailod entries can be
found.- = | , v
| - The Diary Sheet is found either at the beck of a
éaae record file or attached to.the insldP cover.;

_ The 13tu8“ practice may prove unsuitable whére numerous
contacts take place and several sheete wquld have to be
nased., Diary Sheets have either printed or roneoed
headingq,vor they are plain shamta-with 2 margin ruled

off for dates.




Of tné a7 Organisationa 1ncludei in this study

12 use_ﬂiaxy Sheetal , Aa cen be seen on Table II
’DiavywShaets»téke fourth place 1n frequency, | |
.aluhouzh\tney ore used less. than half ag frequently
88 race. Fedical or Hlstorv Sheehs. '7 o
It will ﬁ?so ve. noted thah onlv Anstituiiéﬁs
keép Diary Sheeta.v In the case of one 1t 1s the
_only bheet kept, and it therefore contains necessar-
“ily all the information avaikble on the 1nmate."
In the case of the other it is s used in addition to
a Face-Sheet. _ The practiéé of:keeping oﬁlj avﬁiary

'sheet and a Face Sheet can be geen to apoiy als=o to

"juwo Agencies..- The 1nvestigator found in fact that

thesge Diary Sheets serve to’ some extenb as History |
Sheets as well. They could not be tabulated as"
such, however, because they recurd onlv brierly
,eontacts which tahe place from<time'to tine betwnén'
tha client and the. Ageﬂcy. without going more fully
into his history or establiehing the causes of hie ;
maladjustment.- A8 far ae the one Instlbution 13_ -
© eoncerned, entfies on}the-Diary~His£ory Sheet . con-
cern the pupil 's progreas, notes on behavlour, and
medical information, S o

The fact that Institﬁtioné on the whole were ﬁ'
not, found to keep Diary gheets ig. intereﬂtin% -
since they night aerve a useful purPan. At

present certain Institutlons keep separate bobks, in-

diary form, mainly to record offences and puniahments.




A Disry Sheet might combine the functioné'of a.

.punishment vook with a*recofd of the pupil's

fgeneral'behavlour; specisl problems, good marks
or any other fﬁchar'whieh ahould be noted. |
Such notes would be ﬁseful whenevéf an‘Institutlah N
is unqble to Prep more detailed Hishory Sheetst,
The Diery Sheet then seems the most suitqble and
economic device to record an inmate’ s ingtitutignal’

history.




'5.v1he Educatione1 Sheet.

The term 'Lducational Sheet' 1s usged hera.td denote
' either a'special Sheet or a Gard'attacned to a'sociai
cage record which records métters conderning.the educ~
gtion of the client, or it may refer to School Reports'
.and rraining Certificates which givo some detailed
information about_the client's eduoatlonal and vocat-
‘tonal standard. | o |

The 1mporténce:of 1ncludlng‘some educational datae
in é'compleﬁe-sccial case record haé generally been
recognise&,'aithough the daté aﬁe perhaps not aiways
given the attenﬁion;they deserve. As has already
been polinted out in‘thé discuseion on Face Sheets
unier the heading ’Education or Trelning ) this
informetion 13 ne"rly always of value In nssesaing
& client s own resources towards adjustment. and re-
habilitatson. |

or the 37 Organisations 1nc1uded inthis study._
10 keep 'Educational Sheets ' 1n their cese recorde.'
of these % ore Agﬁncies and 7 Institutions, ss shown
on Tables IV and VI. In view of the 1mportanoe of
_educational data, it may be interesting to examine
the Sheets uaed by the varioua Organisatlons more

closely.

As far as the 3 Apencies are concerned, 2 deal -
_speclfioqlly wlth children, and one with the family
ag 2 unit. The first hwo record fully the e&ucational
‘background of the chlld 1nclud1ng 1nfornatlon on

perents and siblings and, where applicable, a school




..........

These records were not tabulated.

history and other dsta supplled by teachers and

Principéls.” ‘The remaining ‘Agency rpcords, apart

from nawme, sex and birth date, the flnal education-
&l standerd reached by some members of the famlly,

and - the stanﬂard rsnched by saholars, studenbs and

al-apprentice " together with the respectlve dates and

tbe nemes of the Instltutione attendvd._ 59309 is

--aLso prgvided;ﬁon-remarka and comments on theee

: Asﬁfar.asvihe~?'Ihé£1tutidns'are concerned,
5 koep thelr pupils' School 'Reports .in the case
fil@s.-l-Theatwo othera, havinL schools attached
keep genefal reports on. the.inmates progress and
behaviour st ncnool and during training. It m&sﬁ
be rpmembered however, that several 1nst1tutions
which have schools attachpd ho them keep educatlonal

records in separate filgs, either in the school

building or in & centrsl office without including

copies or summsries in the main case record.

(13)

(13)0ne lnstitutlon transfars educettonal -and vocational
records to the main cese file when the pupil has |
left the Institution or hsas been released on . : |
License. , ,




6. The Summarv aheet.

The'uummary SHeet 1s primnrilv used to recapltulate
.in‘condensed ;orm material-alre¢ﬁg_recordeﬁ elaewhgre in
the césé'recordf' Summariessméy'be ﬁfitten up perich
" ically to rev19w the process of treabncnt and aesesa
'Sthe progresa made, or thev may summariae the whole
hietory of the cpae 1nc1uding the. course of treatment
- ond the resulte obtained. This i¢ sometimes done
after a cose hés been cioséd a“'Such summaries may e
useful should the case have to be re-opened at a
future date,:and thev are most 1mportant, 1n the..
interestﬁ of elient and social warker alike, wbpn 8
case is trﬁnsferred to another Qrganispt1on.

Summary Sheets may be, kept tn nayrative form,“
with or without headings and subheudings, fnllowing‘
more or less the same outline es that used ior,
arraﬁging-fhe méterial'in'theucase»record; Apart'
from.verj brief ty§ea:of sﬁﬁméry,’éummafy’sﬁeetb 
seldom have e printed heedings because the imnortant
ffnaturcs to be summ"r5zed mcy verv from cape’ Lo cass
and cannot qlways ‘be put under fixed heedings. -

It is therefore also difficult to have standardized
Summary & heets,'since they may be kept for éifférent
reasons and each Organﬂﬁation prefers to arranye the
matorial to suif 1ts own particu&qr puroaose, i Not

'all Organisations keep summaries of all bheir cases,
| uome aummprize on]y thelr more complnx and 1ong |
‘standing caaes, othere wrlte uo a summa“y only when

Upecially requlred,




of the 37'0rganisations“1ﬁc1uded.in thig study, -

6 Agencipa keep Summary nbaehq. Two‘of7the$e;h¢ve
Bheets Uith prlnted neﬂdings, one providxng space

for periad;c entries to_record progress, the.other
being 1n the'ﬁature of a ‘éibsingj summary kept in
the case file for future rofcrence. An far 88 these
}txo Agcncles are concerned, summariaa are kept for
a1l cased. The other 4 AgenCLes nave blank bummary
"heets which are written up in narrative atyle with.
"1nd1V1ﬂu 2l headings sulted to each cage. One of these
Arenciee summarizes only its ‘problem' cases. | it

'Qay be assumed thét 6ther.orgabisatlons included in
this sﬁudyfhaveféummérieg vwritten up_occasionelly

| when the’ﬁéed*arises. - But only 6 out of‘BT-OPganisaa
tions keep ﬂummary Sheets ae a matter of routine.i'

It is 1nteresting to note thab Institutions do

- not seem to be in the habit of keeping summarles of -

vﬁheir capes, Only one Inatltution submits Heriodic
.summéries when requeated, onvbehalf of pupils who

are to'cbﬂe ug before the bdafd'of Manegem@ﬂta'. As  '
far as Institutions are concerned the auvpntapvs ol

| sumparies, particularly 'final"summaries,'are obvious.
. The same arguments.apply7oszthos¢ put, forwsrd in |
févour ofvinstitﬁtibnéi historiéé; Thelinvestigator
actually found that many Heads of Inetitubsons would
like to keep Summary Shemts, but that lack of t ime

and staff make tnle often 1mprach1cable,




T. The Budyet hheet.

The Budget Sheet ie used to racora in 2 clear and
concise form the financial position of an xndxvidual |
client or & 1amily. : Income end expenditure as well o
gs other financisl asaehsland liabilities may‘be set
vout in parallei columns on the bheet, or ©on poth sidea
of a G rd.. The eources of lneome and types of ex~
.,penditure éra often recorﬂed unﬁer a numbey of headinps
and subheadinga. Some Orgunxsatzons may use printed
. forms, others may ha ve bl ank sheets or cards to be
filled up a8 data become availaole. However,»sineé
e Budest Sheet is;¢eant to giQé s systematic accbupt
of the client's financial eivcumstances, atandafdiiéd
forms may be more usaful,ipravidéd thej-leaVe ehough
gpace for'femhrksnand"éomménﬁs which méy throw'addit-
v ional light on the iigurea 1n the columns.

Obviously not all Crganlsqtiona find it neeessary
t0 Keep Budgel Sheete. This apglies particularly to
1 Institutions, unless they are called ﬁpon to keep snd
 disbturse money on behelr of inmatea., Génarﬂljv
speaking, a Buagat Sheet is of value not only wher@
the ecllent's difficultles are mainly financisl, but
also where econOmic~fﬁctdrﬁ aggravete the social
'problem dlrectly or indlrectly ’-”Référemcé to the |
Budget 5heet will asulat Lhe smcial worker in di@- ‘

- cussing financial prebleme with the client and in
plannihg treatment. Moreover,~ietailed %udgeb Sheets
4will be useful for any Organiaation that wishes to
_caloulate the Available Income Rotio of its clients

‘in reletion tq the Poverty Datum Line.
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of the'37v0rganisations included in this etudy,
3 asgencies and 1 Institutlon ‘keep segarate Buﬂget
heets, Apain, F: number or Organlsat«ona (mainly
Agenoiea) inc‘ude eccnomLc data on Ouher Sheeta,
Sunder a $eparate heaﬁing_ f Otrers record some of
this 1nformation on their Face Sheets. By comparing
Table IIIAwith>Table IX 1t can be seen that two |
Agencies which keep eeparate pudget bheets also
‘nave the hesding 'Income (eafned)"on thely Face Sheets.
The entries on the Face Sheets~réfer to‘the amounte
earned by iniividual mémbe?sibf the household, whilst
the income reéordéd on the Budget-Sheef ia that of
the houscheld as & whole, frém vaﬁious sources, such
as Wages, pcnsions, grents, ete,  The éne Agericy -
gain ligts the contributors, but only by index
number. One Apency records individual earnings on
the,Employment uheet,'whilst the name of the<contr1-
butor to the household's totsl income 16 noted in o
| marginalﬂcolumn on the‘ﬁudget'SEGét. The Institution,
- which deals with ind 1§1dua] cliénts only,.includes
- wages on the Employment Record, and other means . of
' gupport as well es the total iJCOM? in the Bud»et
Section. _ |

Oply_qhé pgenc& whiéh dbea n9tfkéep avapeéial
Budget Shéet calcﬁlateé the'Avgilable Income Ratio

of sach houﬁeholdpwith which it denls.




8. The bHousing Sheet.

The ’Housing”ﬁbeet serves %o record in some detail

the houaing conditions under which 2 clxant or 2 family
live. It mlight also include information on the type
of district and'the immed-iate neighbourhodd in whieh
the dwelling is situated. It may be important to note
what socisl qmenlties are gvailable in the localxty, .
such as_transgort,vschoqls, linraries, churches,
cilintce and'hosgitﬁla. It'ié pe?haps al so of interest -
to menbian the existence or lack of recreﬂtional facil~-
ities such aa Ciubs, Communlty centres and Sporta .
Grounds. _
_Eut—the main purpose.of'the Housing'Sheeh~is to

' give.a detoiled descfiptibn‘df the dwelling itself,
uiuh special emphaeis on such data ag the sbate of
repair of bhe housp, the number snd size of the rooms,
toilet afrangemente, water supply, and provisions for
.heating mnd lightlng. . | '

Because of its soclal imnlic tions, housing 1ls a
most 1mportant factor in social case vork. Properly
‘completed Housing Sheets may not only assist the
gocial worker in her efforte to rehabilitate s family,
but they moy also'ﬁé of greest vélue in social resgearch.

of the 37:Q;génisatiana inclﬁded in this study
3 Agencieé and one Institution heve speclial Houeing
'uheeta. As far as the'Ihstitution is concernéd; the
aectzon on housing describea in some deteil the .
dweliinp occupied by the inmate prior to applying for
admission.to the Institution, Of the 3 ﬂnenoies only
one degeribes the district vhere the dwelling is

situated;vand mekes detailed noteé;'under sepafate“




headings,'of'the-furniture in the house;-Aegg; whether

it hes beén,paid'fcr; ia being bbught-under'the Hire
'VPurane eystem. or-is self-made. - One Agency provxdes
apace on the Housing Sheet for s Ground Tloor plen of
' the house, and describes 1n detail the materials used
‘1n constructlon and thé height anﬂ thickness of the |
walls._” One othpr Agency mentions 2180 the meterlals
used in the construction of the walls, Only one R
- Agency records 1nforﬁation on water supplies and the
dzﬁposal of refuse. All 4 Organisations note the
number and the use of the rooms, 1nc1ud1ng the number
. of peraons per room. . The terms of occupency (hhether
the clients aréIOWHeré; tenants, or gubrtenanta)-and
1nformbtion~on'rent 1s"recorded”by'2 dui of the 4
Organigétidné. . Inf9fmé£1oh Oﬁ‘the type of dwellihg
.anﬂ_tﬁe generaihstaﬁe-inréﬁélf.of the houae,_remafks
on heeting"and 1ighting,‘ventilehion and cooking’ |
'fac111ties are ‘other dats found on the Housing Sheets
 of gome of these-Orcanisations.‘(14) ‘- . |
It must be remembered again that those Organiah- 4
v tions which.do not Keep Housing ‘Sheets’ may record all,
 or part of. tho above msntionad data on other Sheets,
| especlall; on Hiebory Sh@ets after 2 visit to the
client 8 home._ The Quuation arinau whethew 1t would
not be deairablp to. concentrate all thlﬂ information
- on one Sheet, . since Lh@ Housing bheet is one of the few'
recording devicea that’ could eaaily be standardized.
f This would mnke_hheysogial~case_rgcord more compact o
and rendoble, ani it~W6u1d’fa§ii1Laﬁe'éocﬁal_raseargh

with these datai

14)> N . . - . .
( - Gne Agency makes qbote of - hOw to get to the house.
This may save the vi51h1ng social worker much time

and inconvenience.



9. The Analg is Sheet,

Broadly speaking a Case Analyais is mes nt zo
’discuss in some detsil bhree ma Jor steps in the case
:work process. more or less along the following Jines.

(1) Infcrmafion would be. recorded which would

show bhe client & aocial assets and liabil-

1ties, 1nc1ud1ng normal as well'aq patho—

1oaical~f96tors;- (P.g. heelth, personplxty._

economic, end vocational fachora)
(2) _ A.tentative diagnosls of the problem bring-
- ing out the interrelationship of the
various fectora and showling poa&ible
causes of malaﬁjuatnent o
(3) An outline of the treatment plon, 1ndicat1ng
o what reaulﬁs are hooeﬂ to be achieved.v;
At a-lqter stage anlevaluation of the'
treatmenb in tcrms of the plan may te
| ndded, | |
A Gﬂae Analyais set out 1n tha above or a ai@ilar
manner would be helpful to the sociel workernob only f
- from the point of view oi clarifying her own thou@hts ‘
'about difficult and complicated cases, but it would
2l so avoid thpt kind of trial and error approach in
which treatment 1g hephaaard, unconstructive and
meinly pelllative, AR o
of the 57-organisaﬁidnsjinciuaed in this study
3 Agencies keep nnalysié Sheata.. Two of these use -
v blank sheets arrqnnina the material a8 best 3u1ted

to ench particular cage. One Agency has a Bheet .




With three mein printed headings: 'Sgéial‘ﬁﬂsefa','

'Socialeiaﬁilltiesfg.and 'Propose@ Plan Tor Rehabil-
.1tabion u' » B | |
, Ouviouely ot a2ll tvpea of Organisation would '
 f1nd it neeeswmry to. keep Analvsﬁs Sheets, na%’do the
others necpsuarilv analyse 2ll their caqes,‘ . Some -
’Organiaatione include 8- short analysis on thelr
 H1storv Sheets.; Furthermora, ge with summaries, to
write out a Case Analysla takes tlme, and altnouph
some Organiaations would like to keep analyses they
may-be'prevenﬁed from~doiné sO'Ey lack of.time and.
_oaeqmately trained Eerﬂonnel.

. On the other hand, taking a 1ong-t9rm view,
a proper]v drawn-up analvsia - poesibly with the
client’e co-operation - mey 8ave consldereble hime
and’effort in the long}run‘by helping to solve those

problems that seem oftén:at fitst-unsurmountable5v:




10. The,_ Egglovment Sheet.

The Employment Sheet 19 meant to record, 1n somv
detail tbe occupational hxstory of the client, &s well
- as dats connected mith present employment such est

the tvpe of work dono, wages or salaries, 'néme aml -
- eddress of employer, and Jhether employment 15 perma-

nPnt, cesual, or subject to seasonal fluctuptions.

If the;client_is_unemyloyad posqible reasons may be - :

stated,'mentiohing ét the'samé time whether‘phe'ﬁn-
employment 1é’11kéiy io}beitempofaryior phronio;
This latter information majtalso_be found on'@therf'
”Sheets, such as-the,ﬁistory‘or Mngiyals Sheeté; siﬁce
‘unempldymént'ia often one.of'the m0st'impértaﬁt |
féctors'in gociel maladjustment.ru It may alqo be
v'useful to record on the Employment bheet whether the
client-ia a member of 2 Trade,Unioni and ifvSO; 
'whéthev his Nenbeerip Gard is'iﬁ order. Alsb.
- whether t,he Union bas a oick Benefit Soclety, and
what are the condltlons undar which it functions.
ofr the 37 Organisations included in this study

one Agency and one Institution keep.Employment‘
" Records, .As far és the Instiiution 1s.concerned,
_bhevumgldyménh SQétlon'refe%é to the time before
application for admisalon’té the Institution was
madéf’ 1t étates‘the.népufe7of emplqyment, weges
} reéeived; 1éngth of;employmeﬁt 1n ény one place and
;reasons fbr leaﬁing, and the.name énd sddress of the
last emplcyer,_ The Agaﬁéy recorig the nature of thé,
present,. employment, and givesvdetailed iﬁfowmation on

“the c¢lient's psst occupational history. Othar data




are past and present wages esrmned, periodsfof'un—‘

employment, reasons for leéving employment, end the
name snd address bflthe,employer., No provision is-
made for recording data on T&adeFUnion membership.

| Employment Sheéta ére, of course, not indispens-
able, - Fart of thé}@hf@rmationvmay easiiy be recorded
on other sheeta,_paftlcuia?ly when the client's
protlem is not primarily anueéenomic one . dn the
other hand, where economic factors play &n impoftant
pért, orvconstitute the'maiﬁ problemia de;ailed-em-
ployment'recar& may beiof great value to the soéial
'worker invaBéessing-the client's own resourceé'-

towards rehabilitation.
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 B Correlation betwean Heqdlngs on Face Sheets and

other Reccrding Sheets egt.

Since the Face gheet aeem to play auch an

‘ important Dart in tbe ca 36 recordq of the Orgenis-
 -at1ons under consideratimn. the invesbigetor decided
"-to enquire whether a correlation exlsts betmeen the
number cf headings on‘Face bheet anﬁ the number of
_other Reeording 3heets keot,‘ ﬁhe assumption being
that, in order to avoid duplication or overlapping
. in fecording pr»ct:ces, those Orgeﬁisationa which
use elaborate Face bheets would not need more than
a minimum number of other %heets, or th?t those
having more than the averaae number of RecordLng

Sheets would only need comparatively simple Face

Sheets.  In other words,”a tentative“hyﬁpﬁhesia'waa'

framed to the effect that “the larger the number of
fheadlngs on'the Face “héet the emallerftha'number_

of Becordihg.Sheéta;' ‘the larger the number of -

 Recording'$heeté the smalier the number of heéﬂiD"S'

 on‘the Face'Shéet"gl' |

It muat.be'npted, howevef,»that.the abéehce.
of euch'an‘inéﬁrsn'covralation would not be the-
only 1nd1catlon of’duplicqtion of Lnformation, nor
does it n@ceﬂsarily mean that there is duuli"ation

at "11; "The fact thnt aomevOrganlsdtions keep

* Face- Hietory Sheeta, slther in place of both kace

 and History Sheets or in addition to History Sheets,‘

mskes 1t extreme1y difficult to ascertain how much -
overlappinp petueily doeg take place. %omev

Qrganisations have no Face. ah@@ts at all but keep



elaborete History Sheets, which include pfaetically'all

the information which others divide up end record on 8
vnumber of dlffﬂrent Sheets 1nclud1n5 Face bheets.

Thia enquiry 1nto possible correlationa 1s there-~
'fore subject to qualification, and no claim is made
that thé results have =z wider scientlfic application.
They merely serve to show, within 1imits, some éspecpe'
of locgl_recordih@_practices. On the other hani,
such ah enquiry may perﬁaps be ueefui-lnﬁprombting
1ndividuel Drgpniaations - not necesearily only those
!ncluded in this study - to evamine their recordlng
aystems more closely from the poinb of view of overs=. |
lapping in recorﬁing dats and duplication of effort
generaily. If it is BBSumed that Juch prectices are
undesirable,'more enquirlea along the above, or
' similaf;,linaa'ﬁéy eventually 1ebd to sone atandardf
' 1?atlon.cf feéording.dev;ceé.-and possibly some
simolificctton on a more scilentific basis.
| In order to disc0ver whether a correlation -
exlsta between the number of headings on Fece»Shéeté
2nd the number of oﬁhér'ﬁecording-sneets keot, 1£
'wés'necessa?y tb calculetevtﬁe cprrelation coéfficient
of the two eets of data. Thia was'donp by uéing the
| rank;ng methed to obtain a Hank Correlation Goafficient,

er/o s aecording to 2 formula prcposed by Ca Spearman.



This formula is apolied by first humbering the

E data according to their position, e .g.-assigning a

rank. to each individuql item in the two sets of data.
then, eaiculating the difference batwean the two ranks
glven for each 1n 1v1dual item and squarlna these |
‘differences. Ar-several 1tems nad to be 1ven the
‘same rank position, the mia-rank nethod was used.

This means that & rank equal to that of the middle of
the tie is asai@ned to all 1tems with idonttcal valuea;.
Caleulating th@ correlation coefficient for |

Organisntions, as wall as for: Ageneies and Tnstltu-
tions aeparntely, the ret ult were as follows;'f “
' Organisations." /Q a_ + .25. R
Agengles.-v‘v ,-/O
inetitﬁtiéne:": /OE

* .22

As can be sefn fram these resﬁlts, the méasure,
 0£ correlation benween nhe number of headlngs on 7
Face Sheets and the number of other Sheets kept 13
.: neg11gib1e. - But 1t is perhaps 1nterasting to ncte
that the correlations, althouqh very qm'all, are
fpositive and noh inverse; This. would 1n&icate that
Orsanicationa which have elaborate Face oheets also o
'teed to hove more Recarding bheets.i_ In other words;
'their recording methoﬂﬂ gen@rallv seem to be more
: elaeborate. However, this tendency 55 not pronounced
- enough to warrant a g@neralisatlon.

The anlv conclusion ore way possible be p¢rmitted
to Arew 15 thﬂt, at present. ther@ appcars to be no
aiatinct method or sysbem 1n a purely meehanicel
sense of rpcording 1nformﬂtion about cliente and

their COBEB.



G, The Index Card.

The Index Cerd forms an integral pert of most
filing systemf-}° | It primerlly serves to locate the
case . reeor1 by showing the Reference Number of the _
case and the na@e in which the File is mede out. |
~ Index Gards.may aleo serve to classify recowag by
velng in different. colours or having different-
coloured tags attached to them, or by 1ndicating
with symbols or eode letters into which cstegory &

case falls. They may ghow addxtional ipiormation,

such as the_client s address&~the date of}first,con-

. tact and the date Of c1os1np; or the name of the
'Organisation to which,the case-has been transferred.
;:here more then one set of flles is kept, other

‘Reference Numbers mqy be shown for croas-reference

purposes, ~ Some Graanisatlons may find it useful to

keep éeveral sets of Index-Cardgvarranged under J,
‘different hesdings. | )

| The bhreefold purpoae of Index Cardes is thus to
loecate, 1dentify, and Cl&ﬁSlfY ca se records, and

- possibly glive certain additional data which nsy be

needed for quick reference.

of the 37 Organiaatlona incluﬁed in this etudy .

v18 out of 20 Agencias and 5 ouh of 17 Inatitutions
keep Index cards. These cards vary to such an
1extent9 nnﬁ are in some 1nstances used to. record to
many additional data, that they mav almost ke de- -
scribed‘as ‘'Face Cards' or 'Summary Cards . It 1s,

of course, possible to combine the functions of en




‘Index Cerd with those of any other Recording Sheet or

'-Carﬁ, but it seems an 1nvoivea bvoqese to repeét infprm-
lation on the Indei Card that méy plready have been re-
‘corded 1in one form or another 1n;th9'Case Flle.
Although some of this information méy be‘needed}for
‘quick reference.vspace 6n Index Cards ia usually
11mited ahdvthe Case Recbrd'méy st1ll have to he con-
oulted for‘additionai data.A»‘Elaborate‘xndexJCarde
may have eémé use where no ?ace Sheeﬁs\are xept, or
where thpy*sérve as Summary_Carde after a cage has’
been cloe@aov"But eventthen it ia‘doubtfu] whethér'f
the continuity of a caee Eecord ghould be bro&en by
recor&ing part of the material in rilea end part on’
Index Cords. | |

As far'as thé 18'Apenc1eefare'cdncerned,tall'
have the: ciienﬁ s name and addreqs on their Index |
| Cards, and all but one show the Reference Number of
the caae.(15) 5 show the age or_plrth date of their
clients; '4“put the.daté of contécb'or application;
4 mention the type of case or problem deaith w;thj‘
3 record ecohoﬁic'data énd/j,_aléc; record récomméndf
ations for essistance or treatment, and two mention
by whom the cazse was reférred. Other dete found in
various combinatlons on a number of cards include
race, relimion, .arit ) ntatus, reason for contact
ana reagnn for closing e cose,; educational standard,

occupation, snd income. 2 Agencias have Index Cards

(IS)ThiB Agency . filea ibq recordu accordln& to the .
month and yesr when 3 czsge is opened, ,



in three different coloura to elaaéify-ﬁuropean,

Goloured, and African Caseb, and 2 have different

- coloured cards to denote certain tvpes of casas.

'3 Agencies attach coloured ‘togs to the Gards, elther
for purpoqes of claasification or to mark: some capes
for gpecial attention. 5 Agenciea have Cards with
prlnted headings, 3 hava typed ‘bheadings, and 10
write headings in ink, |
| The Index ards képt by the 5 lnatitutions are
very elaborote ond serve a number of purposes. R In
one - 1nstance no Face gheet is kept and the Index '
Card carrias detailed Face Sbeet deta. One Institu-
tion tranefere~the information on phe Applicstion
Form to the Index Card;‘addiﬁg-the dates of admission
and ﬁischqrge and the reason for leaving. The reverse
side of this card serves ae Nedica} Reoord mhile the
pupli i8.in the Instibution._ The remeining 3 Institﬁ-
tlons use their Index Cards to record practically all
“aveilsable 1nformution about & pupil, pertlv transferred‘
vfrom the Face Sheet or the Appllcation Form, and perhly
tsken 1n summary rm from other Sheets.y |
It may be added that the use of Heference -Numbers

is not a8 widespread among t Institutions 0.6 amongst
_Apencies. Cage Records are often filed alphabetlcally.
or according to date of admlasion, the Admlssion ’
Rppister rather then 2 Card Index being used to
"Locate' o File, | |

- As cﬂn be seen 2 oonsiﬂerable numrer of Orgunlsaa
_ t1ons repeat 1nformatlon which, ctrict?v speakin& is
~not meant to be ghown on Index cards and, in most

'instances, had already been recorded on other Sheets.




D, Other Recording Dovices and Proctices.

Under this handing the fallaﬂing four points will
- bo discussed which are 3ncidental to rﬁcorﬁing mefhoﬂs
generally:
(1) The.ﬁse of different-coloured Forms or Sheets;:
{(2) The uwse of éymbalﬂ”or'coﬁe letters;

(3) vhether Records are kept by clerical assist=-
ante and/or social workers; ,

(4) The wmedilum of writing@

(1) Different-coloured Forms or Eheets servelmainly
to drew ottention to end dlstinguish between the
varicus types of recording aheéts used; Thua, for
instance, if all Fece Sheets sre white, all History
Sheetg blue, all Budgeﬁ Sheete yeliow, and 80 fmrhh,'
it facilitates the hondl ing ahd reading @T the Record
since the socigl worker will be able to see et a |
glance where any r@qulred information can he f@&nd,
This 5ay help aleo in inter-office communicntion,

88 weil a¢ in desling with other Orgéniaaticna or
interested pergons. Should & Hecor&ing cheet have

to be dataéhed,from the File for one reésan or another,
a coloured sheet, being easler to locate, is also

less likely to be misleid amomgst other documenteg

and letters., Lastly, ealourad sheets may te uaed in 
various comblnations to claasify eésés or show the
category to which they belong. |

|  The segthetic aspect of using gheets of differanﬁ

eolours will not be diacussed here since 1%Vis rother

an individusl matter and beyond the scope of this study.




of the 37 Organi s&tibns .méluaed; in this study,
only 3 Agencies and 1 Institution use symbols. As |
far as the Instltutioa ls concerned, sxmple eymbols |
are used on the Index Card to denote the type of case,
-e.g° dmitteﬁ, commiited, on leave, etc. Of the 3
Agencies twe usge simple symbols on their Disry Sheets
to show action tsken. One of these aleo usea a
aimple code on Index Cards to show the category'Lnto.
which a case falls.'_\fhé Othér'kgency uses numbers
on.thevFaée-sheet §o_dehote5£hé tYpe of service ro-
"quired. . | e

It is perhaps surprislng that the number of
Organlsptions using symbols should be so amall.
_ The reason may be that Organ:aatlons do not see any
particular aﬁvanhnge in this device, an& that ‘they
£10d the time-caving factor negligible.  Since
soclal Qase'recorda’are in anyvcase-meant'to be -
treated as'qoﬂfidentiai,fthié}pcintvmay.elso«fall-"
away.  On ﬁhé'bther‘bahd, social'wdfkérq might ;
welcome & device that slmplifies the recording of »
purely routine mattars. which 15 2 tiresome task

aven lf ample uime 1s availeble.

_t3) Whether social cése recorda are kept by clerical

agslat&nta or social workers or both is often determ—'

ined by the slze of an Qrganisation and the case loed

carried by esach. worker. In ‘gome Organgsationa
clerical stoff is not al]owed to handle case records
88 8 matter of principle. " In others, a File may be

opened by a clorical aseistant. whieh u-uallv mesans
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~ that the Face %heet or Application Form and the Index

Gard are filled 1n befOre the Flle is handed over to

~ the approprlate Department, or the social horker who 15'

to- interview the client. Routjne ent“ies ani the

'fillﬂ@ of letters and docuweqts may also be left to the

elerical staff.»h In gome lorger nganiaations reports

- or lengthy anurles on History and other Sheets may be

dictated to a typlst. or notes made during 1ntarvzews
may be handod to e clerical asgplstent for typing.
Of_the 37 Organlsations included in this study

7 Agencies'an& 4 Institutions,stated that cage reaords

sare kept by both social WOrkers'and cleriecal assistants.

" The remaining 13'Ageﬁcies end 13 Ingtitutions stated

: that social workers are entirely in charge of case

records, f It muat be noted, however. uhét a'numbér of
these latteyr Organlaaticns do not emplov clerical staff
at all, and the question‘wauld not apply to them,

On the other hand, in. quite & few instances it in only

the 1ack of funds that prpvents bheee Organisations,

. notably Agenciea, from employing olerie~1 staff. in

principle, soclal workera.would probably,welcome a

_certain smount of help with typihg'and“attending'to-

routihe'matters.' More time could then be given to

the casé WwOrR pr@per, interviews necd not, be rushad,

-and.clients cén'be'Visited.more often where this is
necesssry. -
_?(4) Gaéé recOﬁdé nay be.ﬁritten_ug';n.pencilg in ink,

\or they may be typed. Itiis rare to-dey that entries

ore made 1nvpencil slnpé‘ihis has too many obvious -
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diaadvantnges. Some éf-theée'aiso apply'to_entries made
in 4nk in the social worker's handuriting | For instance,
records~may be transferred frcm ona aOOLﬂl wvorker or one}
‘Departaant Lo another, anﬂ 2 succession of different
handwritlngs not only detracte from the general read-
ability of the Hecord, but social workers may aleo waste
tine in trylng to decipher the writing of thelr pre-
decessors. Typewritten records are certain]y regarded
aa more convenient and more readable.. |

It 15, however. not always practicab1e to use 2
.typewrlter in filling ln Forms or writing up aheets.

Some Orgnnisatione use hard«cover Folders dlth prinhed
headinga as Face Sheeta, others prefer to enter Face
Sheet or other 1nfornation as it is given by the client,
avolding the more formal proeedure of putting the Sheet :
into a typewriher and typing while the client telks. (16)

Aa’fpr as. Institutions are concerned, Application
Forwsvwhich may Berve aS'Face Sheets are often filled in
by the clients themse]ves. ) - o " .”’\

A combination of" bath handwritten enﬂ typeﬁritten
entries is probably at present the most frequent practice,
1enghthy matter such as Oase Hiatories, Summaries,_’
Analyses and ‘Reporte being uaually tvpewrihten, while

shorter dsta &re‘enpered in ink, (17)

(16)It 13 the experience of. the writer that clients find
© this sometimes irritating snd even frightening,

. possibly bvecause they can more or leae follow what

is being written down rut cannet see what is being
typed. : : o

(17)The writer assumea that the ma jority of social workers
can use e typewriter. Wwhether they ghould know how
to type hos often been discueged, but opinionn seem
to differ on this subject. _




Of the 37 Organlsations included in thie study,

17 stated that entries ere both handwrit@en and type~
written. 'IS‘use»ink only, and 3 tyee only. Qiuse .ﬂ 
ink but also meke occasional entries in pencil. Thé
' division between. Ageneies and Institutlons is not of
great intereat but, roughly spoakingB Igstltutlons
mainly use ink as their medium_of writing, vwhilst the.
mejority of Agenczes use both medls, i.e. some Sheets

are typed and others are written up by hand.




- Chapter IV,

* THE SOCIAL CASF RECORD AS AN _INSTRUWENT OF

aoczag R*uuaacu _ITH SEECIAL REFSRENCE TO

PRESENT PRACTICES.

A GeﬂeraL Remarks.,

If the propositisn oublined in bhe Introiuotion
1s acceptpd, namelv that co-operation between pragtical
'aoclai oYK nn& goninl reﬁearch,ls desi:able,,and that
-discipllﬁe in case rpcording mebhoas wouldfaseiat'such
co-Operatien whilst. at the same time. further the
recomnition of soeinl work as a Bcientificnlly baged
professicn, certain critpria snould perhaps ‘be lald
_‘dovn 8s to what'const1tutes a record useful ss an
instrument of aocial regearch. 'Bearing in mind that

C"Se recorﬁe ara not primnrily meant to be used for

- .raseﬂreh Quraon96~ these criteris would have to be

-aecpptab]e 0 the social worker whO nees the record
mainlv as a tool in his evervény hork se well as to
>the researoh warker who looke at 1t as &n instrument
of aoclal research. | | | |
One of he e criteria would ve stendardizetion.
- Obviouslv not all recordlng devices lend themaélvea

to stanﬂardi&ation and pome only to 9 11miﬁed”degree.

- Onc of the prob}ems involved is to reconcile-tne,

seientific 1av~out of the rcccrd with flexibility.

In other worau, ta work out, sone method of recording
cage work material in a mor# unifled and integrated

. form, whilst.safaguarding the individuel nature of

each case recorded.  If 21l Organisatlous concerned




ébul@_bn 1nduced to combine their erforbs 1n workinﬂ

out Suéh methoda a generally acceptable basic

stanﬁérd pﬁttern may emerge, and a more unlform syatem

of caea recording may result, which would benefit both

,prachical work and research.

Anothér criter:on would be simplicity._ JIt does -

not follow that th he. conbtruction of a record muet be

f comolicqtedrbecQﬁse the subject‘matter ls complex.v

Nor do 1ndividua1 devices have to be eleborate, aa

1ong aa thev are 1nt6111@1ble and 1nclude all relavant
data, It certainly require@ akiil on the part of ‘the
soclai'worker-to sort out relevant from 1rrelevdnb.data,
and to reoord these in a clear and concise form.
"hffective recording, like effective listenlng, 1e

elwqys an active process of attentlon and seleetion._

71t is not the recording;" 2g & wis se case worker once

sald, which is di{ficult it is the thinking whieh

precedes it' e we can. think clearly about the
fclienn 8. needs, his circumstances, and the treatment

- or movement. the record will shape 1itself easily and

simply » (1) Cumbersome recording devices are apt to'.

-obscure the raal issu@s in a case 1nntead of clarify«

ing them, and nhe overall picture of the record 13 one:

of confusion inatead of d1sc1p11ne. The reeearchun,

“worker, whatever"his-objects in consulting a ﬂerieS'

.of records; would gave time and 1abour by not h%ying

to extricate his data from a maze of Sheets, Forme

and Gards which, moreover, vary conaiderably from one'

~ Organiestion to another.

(1)Gordon Hamilton "Principles or Socisl Gasa Recording
Chapt. I, p.&




Other criterla which are even more lmportant for :

“the frultfu] co-operqtion of‘prachical work. and reseﬂrch
are_those,connected witn‘thﬁ~actue;,subject matter of
recordas Sincé this inveati@étion is primarily cone
cerned with the construction of reoords and not ulth

their contents, thesp criteria will onlv dlscussed

- in so . far a8 they link up with the uee of the various

recorﬁing Shgets«and-worms. -N&turallyg some Sheets .

would:be.moré'uaéfulifOr'ieSééééh*purposes than;othere;
_ The Face Sheet,-méant to'rééord mﬁiﬂly identifving

data subsequently used for quick reference, may only

be of secondary interest to the researcher, Gertaln 3

statistical 1nformation may’ be compiled from Face N

.She@ts, hut this would depend 8 good deal on Jhﬂt dat

are 1ncluded on Face Sheets.‘

The Historv Sheet, on the other hand, when re— 

cording sufficxentlv comprehensive case histories,

may be very valusble for an inquiry 1nto any particular

| social.prot&em. (2) Furthermore, H;sher Sbeeta,vwhere_

 -;no Analysis'ShtetS'are‘keptf.ﬁighf réﬁeal tO'the.

practicﬂl worker a5 well a8 to tne rcsearcher thé

inefficacy of certain methoda of treatmpnt, which may
“have been. considered adequate for a 1ong time but may

'u:need revision, and possib&y a change in 9puroach to

'social work problems in general.

(a)bee for instancp Dr. Louls F Freed 8 Thesie on "Tne
' problem of Europesn Prostitution in Johannesburg”,
- where he mode use of some of the case histories
“kept by the Social Services Associatlon of S A.
{Johe nnesburg Branch). _ U



Thelﬁedical Sheat, if containing more then routine

information, may be ‘instrumental in pointinp to causes
_of povert,, unemnloyebility, behaviour Q1fficu1ties in
 goc1e1 relnt&onshipa. or othor maladjustmenhs. ]}The
- research vorker mho consults oaae recorda 1nclud1ng
socio—medﬁeq? h;qtorxas, may be ablo to show the need
- for more Health eentres, or for additional Heglth- Insur-
. ance Schempe or, most 1mportant, for more preventive |
sprviceq. v L

The Diarg bheet, again, 13 proaably of leas value
to research. Sinoe it is designed mainly for recordinp
;routlno mabters end day to day contactsglor as an Index
to other uheets and documcnta, entries are neeesa rily
brief and may thuﬂ be of-uee'only far Btetietlcal pur—
'posos. primarily to the social worker. a l ;

» As far asthe Egggggéggglﬂggggg is concerned, 1t 1a
not eaev to say what its value for rpaearch could be.
Its use to the soclal wor&er has already been point@d
out. It ean be said, perhaps, that usefulness for
research depands 1argelv on the way 1t is Rept. : hile

this is true ta some extent of all Recording oheets,

*‘detailed educational anﬂ vocatlonal hietorles may

_suhgeet pos%ibllzties for resaarch on the social
szgnificance of educatlonal daba,'which are not it~
medlately apparant. ' Insbitutione, for inatance, and
Organioationu puch 28 Ghild Guidancé Clinicse, Voca-

" tional Guidance Bureaux. and Mental Health Societies,'

' mey provide suiteble materlal. |




The Summary Sheet may be lntereating-tc the researcher.

if case summariea areoomprehensive and review the case
from oeginning to end. Depending on the reaearch pro-}'
jeect in queation, they may save the regearch worker the

troubie of having to go through the whole cage record

‘when all important information is ?vailable in summar—

ized form. Again, methods of treatment and their success

or fellure may be gauged from completed crge summaries,

leading to on sssesement of case work procedure in.
general .

The keeping of Budget'Sheets is in meny cases

“essential for the practical worker. - The_reseapch"

worker may.find them of*valﬁe_in investigations con-

nected with_Povv'Réllef'Measures, the*warking‘out of

Heans Tests, or thé‘calculation of Availablé Income

Ratios in relation to. the Poverty Datum Line.
Jhilst Buﬁpet uheeta mav not always be useiul.bv
themgelves; thev mey be 1mportant when reod 1n con-
junction with 1nformation on other Sheets. = For |
1nstance9 to determlne in how far social maladJuat—

ment 1s influenced hy.economic factom, to what\axtent

‘gocial nrobleme are inte?wcvén with econemic ones,

and whether or not they can be spparatrd at all.,

The Houslng bheet is perhaps one of the most
1mportant Recordina Sheetso both for the practlcal

worker &nd the research_worker, } It 1g true that

there sre many socinl problems ﬁhich‘ex1st 1ndepen-v

dent of housing canditlona.. nor 1s the 1ock of

.7gdequete h@using necesaarily 2 permenent or 1nevit— |

able state of affairsp But, b@aring in mind the




given problem eaqi@r to undnf&tand; then almost any
‘‘other recoriing &evice. It 1s & most useful tool to
:the practical aocial uarker, ‘and is for the same reasona

also of value Lo the regearch worker.

‘Sheet 1n thet here too, much.depends on the way in

 present pdeition.’particularly'ih the urban centres

in thic country, there are two importont socisl problems
which may be difecblyfcannected with housling: - ill-health
and delinquency. There is not always e causal relation-
ship, end oftén othér faétorg compliéate the probleﬁ.

4 it'i$ in tnis field;'however. that eo-ope}etionv
betveen practical work and res@arch can be of the ut-

most value.f' gociel selfare Agenciee deal in the aggre-

gate witn thoussnds of cages a year and visits are paid

to m&¥ hundreds of homes; if Housing sheets were stand-

ardiiea,-and if they were completed for sll these casee
and subsequently analysed by reaearch workers, some -

very 1nteresting facts may come to ligbb which might

: prova moat useful in socisl plpnning and Bdminisbratlon,

lioat of the inﬁtB mentioned in connection with

Piatory and Summary bheets also apply to Analgala §heets.

| 1f kept in a systematic form, case analyses esn give

 more insight 1nto a_ease_wprk sihuation_and meke &

The Empl ovment $he@t is not‘unllke the [duceaetionsal

which it is kept,» It is perhapq rather from the
negative side that the soclal aorker is lnterested
in employment records. A\hlatorv of periodic or
chronic unemp1oyment nay hhrow light on indlvidual

behsviour problems; whilst the research worker may-




'vffind 1t interesting to atudy the causes and effects of
 pro1onged unemployment, or the success or failure of
detention in ork Goloniea. Like Budget Sheets,;
‘Employment uhects may be more useful when - read in ccn-
'junctlon with other Sheets, provided emylayment hist-

ories are fully recorded.
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The above discueéion leads tofthe question‘of how
and to what extent the records of the 37 Orgahisations
included in this study can be used as instruments of:"
social research. -

From the poiﬁt of view of standardization end
simplicity the regards-ére at present not very suitable
£6r research,  Each Organiéation‘has its own éystem of”
recording, often very.elabofate,.using e variety of
recordingidevices-which_may-ér méy not bé satlsféctory
for its oﬁn'purposes:“ Toking the records of inﬁividal
Organieations. however, some research may be perfectly
posslble, and has in fact already been done 1n several
.instancee, The main points here would be method and
integrstion to facilitate the wérk of the researcher.

It is only when problems of wide gsocial import are to
]be investigeted. and s 1arger and more representatiue
-aample is requireﬁ than any one Organisation can provide,
that the.question‘qf standardizaﬁion_and aimpllf;catiqn
vecomes important. | | -

The answers to questions.(e), (£), (g), and (h)
on the Interview Carﬁé'glve soﬁe indication of the usge
mede of recorda as 1netruments of soclsl research; sand,
by implication, of the attitudc of Organisat10n° towards

fuller co-operation betueen practical work and research.

(e) "Are statistics teken from. Recorda?"

11 Agencies-and 3. Institutions teke statistical dats
frcm their records, but this 1nformation is required

mainly for administrative reagsons. Of the remaxning
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23 Orgenisations eome Agencies compile stetistics from

;Daybooks or Disries kept on the ﬂerkers desks of, in

the cese of Institutions, from Admiﬂalon Reaiahers and

other books or,curds,'also moetly for administrative
puposes.  Statistical information is in @ few coses
also taken from}Index?Carﬁs;' “Some Organisations 4o

-‘not keep'stetistics ét-ail."

() “"Haye Records baen used\ror re earch gurgoses?""

o this question 17 A@encles and 11 Inatitutions
vanswered 'Ho" j Agencies and 6 Institutlons anewered

'XES'.._ The research projects menﬁioned were mostly

undeﬁtaken by staff members of tne Organlsations, only- ‘

in & few. 1nstences were records consulted by research

workers not_connected withlthe Organisatione.

_aCe

_ rcvided for statinﬂ brief;z Q
2 oblem or service regu red?"

() ”I'

This question wga.included on the Interview Cards

to ascertaln whether Organisationa maxe 8 systematxc
ttempt to classify the problems thev have to ﬁeel '
with,}or the aervices tney are recuired to previde. ()
Thia statemant muet be aualified. = Firstly, 311
Organasntions presumably yut down. this 1nformation
somewhere in.the=record. Secondly, problems cannot
always be étatéd briefly: thEtdly, what the cl&ent
. ccnslders to be his problem may not be the real

difiieulty in his caae, and the sgervice he asks for

may not be the one eventually provided. Unless the

(B)This heading on Face Sheeta ‘includes °Cause of
Gontact . _ S




case 1s a slmple onep (although it must be remembered

.that ma ny ceses start eimply enough and become ‘more
and more conplex as they proceed) thie dlfficulty
could be overcome by entpring the information only |
after a dlagnosis hes heen arr;ﬁed 2t, . This method:
'might also make it eaalar to state the preblem brief—:
ly. The ma21in point is to record the information in>
éuch a2 way that both the practlcal and the research
worker can uae it to classify cases. The purpose ofi
this would be to see whether certﬂin trends in socialv
work problems could be discovered,'and whether these |
trcnds are connected with other soeiai ‘and economlc_
' phenomena tnat may require invehtigatlon. Another
1nterest1ng point would he toﬁfind out whetherithe* 
serviceé required - to solve certéin probleme are
| availéble, ehd whethér thoae thét are available sre
_adapate in 501v1ng the problema encountered. R
15 Agencxes and 5 Instltutions record the eauae_‘

of contact either in-terms of the main problem pre-‘
sented or the sprvice vequired., It is pnrhaps of |
intereqt to mention here that very few of the 1nter- 
.viewees recopnieeﬁ the value of thie 1nformation for

,'research purposes.

“(h) "Can Recorda be useﬁ for research Qurgose g?"

' The answers to this question, being only & matter’

. of opinion, were more diffﬁcult to claasify. - In the

cose of 4 Agencies and’ 3 Institutions the 1nterv1ewer 8-

'1kopinion coinclded with that of the 1ntervlewee, n&mely

thnt recordu can be uaeﬁ for research purposee.



In the case of 5: Agpncles and g Inetitutions iﬂter—

viewees and interviewer a&reed thit records would not
‘be auitable for reseerch, at least not as they are
kept at preaent. Opinions diffe?ed as far es the :
remajuing 11 Agencies and 5 Institutions vere con-
cerned, Either the lnterviewer or the ;ntervieweee,A
or both, wers doubtfui as to the valﬁe of the records
fdr social researchc ‘*Ih two instances thé-inter«
vviewer wae or the opinion that recoras cou]d be so
used, whilet the inuerviewees had doubte as to how _
this could be donme. |
Generally speaking the anawere-to the above
guestions seem to show agein that the use to which '
social case rpcords can be put as 1nstruments of

social reeearcm has ag yet not peen fully real&zea,-




: Chapter V.

CONCLUDING REMARKS .

-As the ﬁrifér prév;ously pdlnﬁed out, this gtudyv
18 not meant to iéy»dawn.hard,and fast rulea_about‘caae
recording, either'for the practicel worker or'tﬁe'rel
search worker. It‘may pérhaps ser#e as & stértinm'-
'_ point for further 1nveatigations 1nto the possibilities :
of closer co-ooeration between practical work anﬁ re=-
seprch. It is hoped that, from this point of view,
gome of the flndings may prove uqeful.
| The genera) 1nterest 1n the prcjecﬁ wasg most
encouraging. "he 1nVestigator dlscovered in many -
instancps 2 genulne desire to 1mprove recording
‘methoda, although a number of objectiana were ralsed
--from a practical point of view : It has, on the
whola, not yet been. sufficlently appreclated that 2
certaln 9mount of standardization in recording de-
‘vices, and o simplified system of recording case work
_ material, would be of value to both practical and
research workers as we11 asg feci]itate bheir co-
o operatlon. | Even-where»records would be euitable

‘for research, they are seldom used for this purpoee.

There is little evidence of co- operation b= .
tween practlcal vork and research on 2 wider acale.
This may be due partly to the fact that too few .
Qrgan193tioﬁé keep'rebar&s ﬁhich could be used as

{netruments of socisl research, and partly to a lack




8. !

of interest on the pért:of regearch workers to make
use of social case records. This touches upon the
guestion of the recognition of soclal work as a
scientifically based profession. . If research workers
feel that the data they éould collect from case records
are hot rel;able,,and that much time and effdrt'wou;d
‘be involved in sOrtingﬁout reliable from unreliable

information, they will not make use of soclal case

. records for sclentific investigationé. R ' o
Once prnctical social work hes acquired the v ‘
status of 2 scienhifﬁcally bssed profesaion by virtue }
of its performence and the recognised standarde to l
which 1@5 members prescribe,vsccial4research workers
will'undoubtédly'eome forward in gfeatér mmbers to
offerAtheir'cd—operation, fos;>Webb's challengé‘

“c¢an then be met.




ANNEXURE 1.

Specimen of circular letter addressed
to: (&) Organisetions known to keep
records; (b) Organisations who way
or mey not keep records; (c) Insti-
tutions and Hostels who may or mey

not keep records. S

Pt

E, kssglinger,
P,0, Box 4202,
Cape Town. - . o
o September 1st, 1949.

- ' - Desr Sir/Madam,

u:.,my.,-u-—v"‘"/d\ e

I should be very grateful for your
agsistance in o research project which I am undertaking
under the supervision of Professor E. Batson, Desn of
the Faculty of Social bcience at the Univeraity of
Cape Town. , .

The studv deals with "The Sccial
Case Record as en Instrument of Bocial Reseerch“
I am interested in perticuler in the methods sdopted

by your Orgenisation in keeping records, and in the 4
type of F?{T or Sheet used to'record case work : ' '

materigl.

I would greehly appreciate it if vou
could grant me an interview so that I can explain -
to you mora fully the purpose of this study.

» : I enclose o stamped envelape for ‘
vour reply° Could you let me know when and at what
time it would be most convenient for you to see me?

Thunking you foriyour kind asaietance,
I remain,
 Yburs very“sineerelyp

E. Esslinger.-*

(1)Or' (b) The study i1s concerned with Social Case
Recording and I am interested to learn whether
your Organisation keeps records in eny form of
the work done for individual cases or families

"~ who rececive your agttention and aauietance.

(¢) The study is concerned with Socisl Case
Recording and I am interested to leern whether
" your Institution keeps records in any form of
- the work done for the children and young persons :
in your cere. .




:sdand saa*] posn oqrso9y UL) ([
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Confidential Form A
CASE NOTIFICATION TO ANNEXURE 3.
THE CENTRAL CASE REGISTER -
THE CAPE CO-ORDINATING COUNCIL OF SOCIAL WELFARE ORGANISATIONS
W.0. 304.
P.O. Box 2913, Cape Town. Telephone 3-1511.
RELATIONSHIP TO SURNAME FORENAMES DATE OF BIRTH RACE

HEAD OF HOUSEHOLD

Head

Marital Status of Head

Maiden Name of Married Female

Source of Contact

ADDRESS

House Name or No

Street or Road

Ward or District

DATE OF NOTIFYING
NOTIFYING ORGANISATION CASE NO. NOTIFICATION OFFICER
RECORD OF ORGANISATIONS
R K
DEALING WITH THE CASE EMARKS
REGISTER NOTIFICATION ,
FOR USE BY THE NUMBER RECEIVED SIGNATURE

CENTRAL CASE REGISTER

@B G.& S.LTD.C.T. 4Mm[6/51
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