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  Applications and interviews are an important part of providing services. However, documentation, correctly written, is the most critical element of determining effectiveness on the outcomes of those services. Documentation determines needs and results, and presents an accurate picture of all stakeholders involved. Proper documentation states who, what, when, where, and why in a concise manner. Let’s learn how this is done. This program addresses the worker’s role and responsibilities in the documentation process and a forum to put it into practice. 
OBJECTIVES

· Definition of Documentation

· Learn the Law

· How to create a time-line and follow-up, believing in the 




possibility of a positive outcome for the client.

·  Eliminate questions about accuracy by using the 5 W’s

·  Document clearly by defining the differences between facts




and feelings

·  How to be concise and challenge respectfully

·  How to communicate outcomes and plans with clients and 

        


collaterals without imposing personal judgments. 

·  Address importance of participant’s signature
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