
Structured Case Note 
Guidelines 

 
I. Contact Specific Information 

 
a. Information documented for contacts would remain the same as already 

outlined in 3130.43. This information would include a record of service 
activity including the dates of the contact with family members, the parties 
involved in the contact, the action taken, and the results of the actions. 
 

b. Counties are able to add any additional information that reflects their 
county practice 
 

II. Safety Specific Information 
NOTE: the following bullets have been identified to address all of the safety 
components that must be addressed in documentation. It is possible to address 
all of these bullets within the contact summary. If counties opt to document this 
information in one narrative paragraph, the caseworker and supervisor would 
need to assure that all of the following bullets have been addressed. If, however, 
your agency feels that using a template format similar to the template provided 
would be beneficial, this would also be acceptable. 
 

a. Information Gathered for Safety Assessment 
i. In this section, documentation specific to the 6 Domains should be 

included. 
ii. Every domain should be considered at each contact; however, 

information related to two of the domains, type of maltreatment and 
nature of maltreatment, may not have changed from contact to 
contact. Caseworkers may indicate that no new allegations or 
maltreatment has occurred since the last contact. 
 

b. Information Supporting the Safety Decision 
i. Caseworkers should explore all of the safety threats at each 

contact to assure that 1) all of the safety threats have been 
identified; 2) appropriate safety interventions have been put into 
place to mitigate the active safety threats. The active safety threats 
should be listed in the structured case note 

ii. Counties may elect to include a listing of all of the safety threats 
and/or protective capacities on their structured case note. This is a 
county specific decision and is not a requirement. 

iii. List the current safety decision 
iv. If there is a safety plan in place, provide information as to whether 

or not the safety interventions are sufficient, more than needed, or 
less than needed. Based on that analysis, describe what changes 
should occur to the safety plan. Note, if children are placed in an 



out of home setting, determine if an in home plan could be put into 
place. 

v. Conclude the structured case note by analyzing all of the 
information and determine if the information suggests a change to 
the child’s safety (e.g. have new threats be identified, have new 
resources been identified, etc.). If there is a change to the child’s 
safety, complete a new In Home Safety Worksheet. 


