Example of record to be issued for recording the issue, retention and disposal of assurance notebooks
	Caseworker
	Serial

Number
	Caseworker reference number
	Date brought into use
	Quality check
	Comments
	Date taken out of use
	Storage location
	Destruction date
	Remarks

	Example:

John Smith
	1
	2/12
	01/02/2012
	04/02/2012
	In line with guidance
	25/09/2012
	Cupboard 2

Room 212

ABH
	
	Awaiting tribunal 01/10/2012


