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EXECUTIVE BRIEF - STRUCTURED WORKFLOW FOR DOCUMENTATION

More Clarity and Better Evidence with a Structured
Workflow

A six-step mental workflow for practitioners who document encounters with children, youth, and families —
designed to integrate with existing agency policies and specialised frameworks.

THE PROBLEM THE FRAMEWORK - AOIVSP

Y outh-related documentation carries disproportionate weight. ATTUNE  Pause, name the purpose, set a calm pace.
A single paragraph in a case note, incident report, or evaluation
summary can shape services, safety determinations, funding
decisions, and how a young person understands themselves
years later. Practitioners write under time pressure and

OBSERVE Describe what was seen or heard with time, place,
and concrete behaviour.

INTERPRE Name patterns and possibilities using “may

emotional load, often without a shared cognitive structure T suggest....”; admit what is not known.

across roles, agencies, or frameworks. VERIFY Tag sources, check evidence, note what is missing.

WHY 1T WORKS STRUCTU  Use clear headings and timelines so others can

AOQOIV SP operationalises documentation principles drawn from RE follow.

trauma-informed practice, ethical record-keeping standards, PROTECT  Run the future-read test; remove shaming

and qualitative research methodology: separation of language; highlight strengths.

observation from interpretation, source tagging, explicit

acknowledgement of uncertainty, and a future-reader test for WHOITIS FOR

dignity. Each step includes a quick self-check that supports Counselors, caseworkers, foster-care workers, school staff,

supervision, audit, and court-readiness. educators, clinicians, and evaluators — anyone who documents
encounters with vulnerable young people. Used individually before

ADOPTION AND COST writing, and collectively in supervision, debriefs, case reviews, and

Free under CC BY-NC license. No software, certification, or multi-agency meetings. Intended as a shared way of thinking that

per-seat fee. Designed for a 1-3 minute mental run-through per travels acrossroles.

documentation event after an initial skim. Does not replace
agency policies, legal standards, or specialised frameworks
(PHR, MIRRA, socia-work documentation guides); integrates
with them as a shared cognitive layer across teams.

“ Light enough to remember, strong enough to protect both you and the people you serve — no matter which
standards or frameworks you also need to follow.”

WHAT IT SUPPORTS

Documentation quality - supervisory and audit readiness - court-defensible source tagging - child and youth safety - multi-agency
coherence - ethical record-keeping under time pressure - institutional alignment with trauma-informed and dignity-preserving practice.

CONTACT - contact@higherlearninglab.org - higherlearninglab.org/resources/

Higher Learning Lab. (2025). More Clarity and Better Evidence with a Structured Workflo@.BY-NC - v1.0 (2025-10-28) - Last reviewed 2026-04-04 - Page 1



