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Client Record-Keeping “Quick Reference Sheet”
· Records are a documentation of eligibility and service provision.
· Accurate records should be updated on a regular (routine) basis. 
· Client records may come under increased scrutiny during client appeals proceeding, a lawsuit, a HIPAA-related complaint or request, or during monitoring/auditing visits.
· Records should be maintained in a neat and professional manner.  
· The use of pencil or “sticky notes” in records is discouraged.  

· Abbreviations should be used with caution.  AAA should develop a standard list of abbreviations.  

· Errors in records should be corrected and corrections should be initialed and dated by the worker who makes the correction.  Corrections should be made by drawing a line through the incorrect information.  Incorrect information should never be erased or otherwise deleted and “white-out” (or correction fluid) should never be used for correction. 
· The Service Standard for each service provided should be reviewed to insure that the client record includes all the elements required by the Service Standard.
· Records should not contain information about the client’s situation that is irrelevant, that invades the client’s right to privacy, or that may “come back to haunt” the worker and agency during a client appeals proceeding, lawsuit, or HIPAA-related complaint or request. 
· Records should include the following information:
· The reason for the service request or referral.
· An assessment of eligibility and description of the client’s situation.
· Available client resources.

· Services to be provided.

· The purpose and goals of these services.

· Referrals to other resources, if any.

· Anticipated barriers, challenges, or problems, if any.

· Ongoing worker and client decisions regarding services.

· A care plan (if part of the agency’s procedures).

· Ongoing service activities.

· The reason for service reduction or termination.

· Documentation that the client was given information about their right to appeal the reduction or termination decision.

· An evaluation of the impact the service has made on the client’s situation.

· Follow-up plans, referrals, etc., if any.
