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Written Care Documents

Using Microsoft 365 at Riverdale
Nursing Home

1. Identify the Workplace Task (Care Quality Commission)

What we do:

• Write, save and update all care records for every resident

• Includes daily care notes, care plans, medical records and reports

• Record all care given, changes in health, behaviour, medicine and 
incidents

• Share information between carers, nurses, doctors and families.

Why it matters: (Skills for Care)

• Records must be clear, correct and easy to read

• They are legal proof of the care we provide

• Keep residents safe and help staff work together.     

(Nursing and Midwifery Council)
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Selected Tool

2. Select the Most Suitable Microsoft 365 Tool    (Microsoft Support 2024)

 Microsoft Word    

This is the best tool for writing and managing all care documents.

Why this Tool is Appropriate

3. Why Microsoft Word is Suitable   (Care Quality Commission)

 Easy to use – simple to type, edit and update notes; good for all staff

 Clear & organised – make neat documents with dates, headings and clear text

 Use templates – standard forms so everyone writes the same way; nothing is missed

 Safe storage – saved digitally, no lost or damaged papers; easy to find later

 Share easily – send files quickly to other staff, doctors or managers

 Follows rules – helps meet legal and CQC standards for accurate, dated records



 Slide: Summary – Key BenefitsHow 
Microsoft Word helps us  Clearer records – easy to read, no messy handwritng

 Same style every time – templates make sure we never miss important detals
 Saves time – quick to write, edit and share

 Always safe – files stored securely, never lost or damaged
 Better teamwork – everyone can read and understand the same information

 Meets all rules – follows CQC and legal requirementsUsing the right tool makes our work 
easier, safer and better for residents.  (skills for care  2023) 

(Health and safety executive)
(Microsoft support 2024)



Conclusion:

• Written care documents are the foundation of safe, good care

• They help us work as a team and keep residents protected

• Microsoft Word is the perfect choice: simple, safe, reliable and meets all our needs

• It saves time, makes records clear and helps us give the best possible care
Good records = better care, every day.

(skills for care 2023) 
(care quality commision 2023)
(nursing and midwifery 2024)

(health and safety executive 2022)
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Any questions?

Thank you.
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