STEP BY STEP GUIDE ON 

HOW TO REVIEW A CARE PLAN

1. Log on to Residata, find service user care plan to be    updated

2. Double click on topic to be reviewed

3. Care plan review box appears – click OK

4. Update the NOW section and click OK
5. Update the OBJECTIVE and click OK
6. Update the PRESCRIPTION and click OK
7. In EVALUATION section type in the names of all the staff members who have reviewed the care plan with the date.  Click OK
8. Click grey SAVE box 

9. Click ‘save changes to care plan’ YES

10.Click ‘do you wish to add this care plan change to reports to contacts’ YES

Move to next highlighted subject and complete the same process steps 2 to 10 until all subjects have been reviewed.

· Please remember to any information that is not current.

· Remove all past evaluation dates.  All past entries are saved by the system in the history for each subject.
· Ensure that care plans are worded to express the wishes of the service user.

ENSURE THAT ALL PAPER RISK ASSESSMENTS ARE REVIEWED AT THE SAME TIME AS THE CARE PLAN.
