
	  

Practice Advisory #14 

Record Keeping in Publicly Funded and/or Multidisciplinary Settings 

DRAFT FOR REGISTRANT FEEDBACK 

Practice Issue 

The Code of Conduct requires that registrants maintain the security (Standard 14.2(a)), privacy (Standard 14.2(b)) 
and confidentiality (Standard 14.4) of client records. This may be challenging, however, in settings that use shared 
filing systems intended to allow file access by individuals other than registrants or those working directly for 
registrants (e.g., in publically-funded or multidisciplinary settings). 

Rationale 

The purpose of this advisory is to set a clear standard of expected conduct for record keeping by registrants who 
work in publicly funded or multidisciplinary settings where files are shared and records are accessed by multiple 
individuals. 

This advisory covers the storage and control of psychology records, confidentiality, informed consent, and the 
responsibility of registrants to inform other personnel of standards of conduct applying to registrants.  

Selected Relevant Standards of the Code of Conduct  

Registrants working in publicly-funded or multidisciplinary settings should familiarize themselves with the 
provisions of the Code relating to record-keeping and offering services as part of an organization. Such provisions 
include the following standards: 

7.18 Conflicts between code and institutional/organizational regulations 

If the obligations of a registrant to an institution or organization with which the registrant is 
affiliated conflict with the registrant’s obligations under this Code, the registrant must  

(a)  clarify the nature of the conflict,  
(b) make known the conflicting obligation and the registrant’s commitment to 

comply with this Code, and  
(c)  to the extent feasible, seek to resolve the conflict in a way that permits full 

adherence to the Code. 

8.8  Provision of services in sponsoring agency 

Where a registrant offers psychological services or is directing the psychological services of others 
within a sponsoring institution and the registrant believes that the most appropriate service(s) to a 
client is not in accord with the expectations of the sponsoring institution, the supervising registrant 
must attempt to reconcile these differences with the administration of the institution in order to 
best respond to the client’s needs. 

11.1  Requirements for performing assessments 

A registrant must meet the following prerequisites and fulfill the following requirements when 
carrying out psychological assessments: 



	  

...(e)  Comply with institution, legal, and contractual agreements, as appropriate, in carrying out 
psychological assessments. 

11.16  Maintenance of integrity of tests 

A registrant must make reasonable efforts to maintain the integrity and security of tests and other 
assessment techniques consistent with law, contractual obligations, and in a manner that permits 
compliance with the requirements of this Code. 

14.6 Contingency planning 

A registrant must make plans in advance so that confidentiality of records and data is protected in 
the event of the registrant's death, incapacity, or withdrawal from the position or practice. 

14.7  Transfer on retirement 

Before resigning or withdrawing from the practice of psychology, a registrant must ensure that  

(a)  each client record for which he or she has primary responsibility is transferred to 
another registrant whose identity is made known to the client, the institution or 
the project under whose auspices the psychological services were provided, or to 
the College, as appropriate, or  

(b)  each client for whom he or she has primary responsibility is notified in a timely 
fashion that the registrant intends to resign or withdraw from practice and that 
the client can obtain copies of the client’s own record or have copies provided to 
such person(s) as the client may direct, subject to section 6.12. 

14.8  Common filing system 

A registrant employed in an interdisciplinary setting where a common filing system is used must 
exercise appropriate care when placing information in a common file in order to ensure that their 
reports and recommendations are not misunderstood by members of other disciplines. 

14.9  Limits on common filing 

A registrant must not maintain in a common file referred to in standard 14 (sic; should read 14.8) 
the following records: 

(a)  working notes;  
(b)  test materials (as defined in standard 6.13);  
(c)  personal information on clients or others not directly related to the presenting 

problem;  
(d)  other provisional comments and questions that might, if misunderstood, be 

harmful to a client.  
 

14.13  Ownership of records 

Recognizing that ownership of records and data is governed by legal principles, a registrant must 
take reasonable and lawful steps to ensure that records and data remain available to the extent 
needed to serve the best interests of clients, research participants, or appropriate others. 



	  

Definitions 

For the purposes of this advisory: 

“Practice records” refers to all notes, reports, invoices, completed or partially completed test forms and protocol 
sheets, test results, interview notes, correspondence, other documents, and information stored in digital form or on 
audio or videotapes that are in the primary control of the registrant and relate in any way to the registrant’s 
provision of psychological services to the client.  

“Common file” refers to any record containing any information collected for the purpose of providing a 
psychological service in a publicly funded and/or multidisciplinary setting that is stored in a central file location 
and is not in the primary control of the registrant, and includes information in all formats including paper, 
electronic, magnetic, and digital. 

“Test material” refers to 

a) client responses to test questions or stimuli, notes and recordings concerning client statements and 
behaviour during an examination recorded on any copyrighted or other test form, completed or partially 
completed test protocols; and/or  

b) test items, test questions, test stimuli, and test instructions or manuals. 

“Test results” refers to  

a) the summary of raw or scaled test scores, client responses to test questions or stimuli, and notes and 
recordings concerning client statements and behaviour during an examination, not on any copyrighted or 
other test form;  

b) the client’s test recorded results, provided that they are separate from test items, test stimuli, and scoring 
criteria; 

c) and/or other test protocols or copyrighted material that may be attached to the test results or within the 
document. 

Advisory 

• Registrants working in publicly-funded or multidisciplinary settings should work with their employer to 
develop written policies and procedures that ensure the maintenance, storage, and access to all practice 
records and psychology files complies with both privacy legislation and with the registrants’ 
responsibilities under the Code of Conduct. Appropriate steps may include: 

§ setting up separate filing systems for practice records and psychology files and restricting access to 
those systems as appropriate; 

§ educating others in the workplace as to the privacy and confidentiality obligations of psychologists 
with regard to practice records and psychology files under the Code of Conduct and under privacy 
legislation; 

§ requiring some form of confidentiality agreement for others in the workplace that may come in 
contact with practice records or psychology files; 



	  

§ establishing written policies and procedures for handling, copying, and destroying practice records 
and psychology files; and 

§ establishing written policies and procedures to protect the confidentiality of practice records and 
psychology files and ensure a succession plan (as set out in Standard 14.7 of the Code) in the event of 
the registrant’s death, incapacity, resignation, termination, or withdrawal from employment. 

• Prior to seeing clients, registrants should clarify if and how record-keeping policies and procedures of the 
publicly-funded or multidisciplinary setting impact on the informed consent and confidentiality of clients. 
Clients should be informed of and consent to any issues relating to record-keeping policies and procedures 
before services are provided. 

• When registrants start employment in publicly-funded or multidisciplinary settings where psychological 
tests are used, or psychological tests are being purchased under the name and qualifications of a registrant, 
the registrant is responsible for managing these tests, including by: 

§ ensuring written policies and procedures exist for the storage and handling of these materials in 
accordance with contractual obligations to the test publisher, the Code of Conduct, and privacy 
legislation; 

§ ensuring that these policies and procedures take into account future changes in psychology staffing; 
and 

§ educating others in the workplace about the proper maintenance and storage of test materials and test 
results. 




