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Statement of Intent  

Staff work diaries in whatever format, paper or electronic are legal documents and there are 
requirements for their use and subsequent storage. 
 
This procedure includes: 

 provision of diaries 

 access to diaries 

 use of the diary during the relevant calendar year 

 the collection and storage of previous year’s diaries 
 

Scope/Responsibility  

This applies to all staff who use diaries and it is their responsibility to comply with the 
requirements. 
 

Process  

Provision of diaries 

The organisation provides, paper diaries and electronic through systems i.e. Care Planner and 
EMIS diaries to clinical, management and some clerical staff. 
 
The ordering process of diaries will be overseen by the Business & Systems Support Manager. 

Use of diaries - clinical staff 

 
A paper diary, EMIS or Care Planner or a combination of these will be used for a record of your 
daily activities.  They should only be used for recording work activities and be a complete 
reflection of your daily work including patient/client visits, meetings, clinics and training as per 
the Association’s policies.  
 
Diaries should include the patient’s name initials for the first time they are visited or the first visit 
of the New Year.  
 
Employees are reminded that diaries are legal documents the contents of which may be used in 
court proceedings.  Staff are required to produce their diaries if required by their line manager. 
 
As diaries whether paper, or electronic stored on an electronic device contain confidential 

information on clients/patients and they must be kept safe and secure at all times. 
 
Should a diary or device be misplaced or lost the Business & Systems Support Manager should 
be contacted immediately. 
 
Correction Products or the equivalent should NOT be used in paper diaries (remember these 
are legal documents). 

Collection and storage of completed diaries 

All diaries remain the property of the Association.  Diaries of clinical staff are required to be 
returned to the Business and Systems Support Manager within three months after the end of 
year, immediately upon termination or employment or if requested at any other time. 
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