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Objective

SERVICE QUALITY STANDARD 3

SOCIAL WORK SERVICES DIVISION
3.11 POLICY ON MAINTAINENANCE OF RECORDS

1.1 This policy aims to ensure service units to maintain accurate and current records of
service operations and activities.

Content
2.1

service unit are maintained.

2.2
2.3

accessible to the public.

Relevant Document
3.1 Storage of records and data access fees for all service units of social work services.

(a) Erasure of Records (all forms of records)

Accurate and current records of service operations and activities of the Division and

Accurate and current statistical reports are produced for reporting to SWD.

Periodical statistics and reports on the Division and service unit’s performance are

Name of Service

Types of Records
(all forms of record)

Minimum Period for
Erasure

Child Care Service :1) Student record 1) 1 year after discharge
2) Student accident report 2) 3 years after reaching the
age of 18
3) School record & report 3) 2 years after the end of the
reporting academic year
4) Unsuccessful student application4) 1 year
form
All Services 1) Case record 1)
« with legal proceedings 7 years after closing of the
case
+ without legal proceeding 3 years after closing of the
case
2) Programme information 2) 3 years after the end of the
reporting financial year
3) Daily operational record 3) 2 years
4) Members’ information 4) 3 vyears after expiry of

membership
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Name of Service

Types of Records

Minimum Period for

(all forms of record) Erasure
5) Staff record 5) 7 years (in compliance with
Caritas — Hong Kong
General Circular No. 04/01)
6) Unsuccessful applicantrecord  6) — applicant interviewed:

7) Records on work injury/users’
injury

8) All financial records
9) Service statistics
10) Complaint report

11) Annual Report of User Complaint
12) Administration record

« with legal proceedings
« without legal proceeding

1 years after interview
— applicant not selected
for interview: 6 months
after closing date for
application

those aged
above: 3 years
—those under 18: 3 years
after reaching the age of
18
8) 7 years
9) 3years
10) 1 year after termination of
case
11) 3 years after the end of the
reporting financial year

18

or

12)
e 7 years
« dispose as necessary

(b) Access to information

Administrative charges on access to information requests, including fees for formal legal
consultant (if needed) will be charged. The fees for different requests are:

Categories

(i) Report on social intervention
(it) Copy of case record
(iii) Certification for

service

Proposed Fee

$500
$5

receipt of

(per page)
$50 (half price for those aged

60 or above)

DATE OF AMENDMENT: 11 January 2024
Circulate to all services via Service Head Office

The policy will be reviewed on need basis or every 3 years by the
Director of Social Work Services or delegates as stated in SQS 2.

DISTRIBUTION:
REVIEW:




