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1 All persons served are ensured access to their personal records. Access to 

individual records for persons served will be implemented using the following 
steps: 

 
1.1 The person or their conservator will make their request to review records 

to the Program Supervisor or Manager, who will then set up a time to 
review the records with the person. The Supervisor or Manager may 
review the records with the person served or may designate a Community 
Support Specialist/Job Coach to review the records with them. 

 
1.2 Staff will ensure the person has privacy from peers and other staff while 

they are reviewing their records. 
 

1.3 Staff will remain with the person during the record review to ensure that 
records remain intact and to answer questions and help locate specific 
information in the records. 

 
1.4 Staff will make an entry in the person s ID notes that reflects the review of 

their records. 
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