Module 104.2 Learner Handout
CHW 104: Service Skills, Case Management and Documentation
Module 104.2: Documentation, Supervisor Review and Release of Info
Clear notes, timely review, release forms and keeping records safe
What you will learn
1. Write objective notes that separate facts from opinions
1. Use the DAP format to document a client contact
1. Explain what a valid release of information must include
1. Store and share client records using the minimum necessary rule
Study sheet
	The big idea: Clear, honest, timely notes and careful sharing protect our clients and earn the community's trust.


Key points
1. Write what you saw, heard or measured. Use the client's own words in quotes and leave out labels.
1. DAP notes: Data, Assessment of progress (not a diagnosis), and Plan with the next contact date.
1. Our program rule is to finish notes within 24 hours, and flag urgent items the same day.
1. Never erase or delete a note. Correct it following agency policy, with date and initials.
1. A release names what is shared, who shares, who receives, why, and when it expires.
1. Clients can refuse or revoke a release, and services cannot depend on signing it.
1. Share only the minimum necessary, and keep records locked and off personal devices.
Remember
1. Ohio rule 4723-26-10: document completely and accurately; never falsify a record
1. DAP = Data, Assessment, Plan
1. Release parts: what, from whom, to whom, why, expiration, signature
1. No release on file means no sharing, not even confirming someone is a client
Ask yourself
1. Would I be comfortable if the client read this note?
1. Am I sharing only what this person needs to know?
Vocabulary
	Word
	What it means

	Documentation
	The written record of what happened with a client: contacts, needs, steps and plans.

	Objective
	Facts you saw, heard or measured, including the client's own words in quotes.

	Subjective
	Opinions, guesses or labels. Keep them out of client notes.

	DAP note
	A note format with three parts: Data, Assessment of progress, and Plan.

	SOAP note
	A medical note format: Subjective, Objective, Assessment and Plan.

	Supervisor review
	When a supervisor reads and checks a worker's notes to support quality and safety.

	Release of information (ROI)
	A signed form that gives permission to share specific information with a named person or agency.

	Revoke
	To take back permission. A client can revoke a release in writing.

	Minimum necessary
	Sharing only the information needed for the purpose, not more.

	Protected health information (PHI)
	Health information that can identify a person, protected by federal privacy law.

	Falsify
	To make a record untrue on purpose. Ohio rules forbid it.


Real-life situations: what you should do
1. The late note
Andre, a new CHW in Slavic Village, did four home visits Friday and plans to write all his notes Monday afternoon.
What to do
1. Write short notes the same day, while memory is fresh
1. Finish full notes within 24 hours, per program rule
1. Tell the supervisor that day about any safety or health concern
1. Ask the supervisor for help if the caseload makes timely notes hard
Why: Late notes miss details and can delay help. Ohio rules require complete and accurate documentation.
2. The label in the note
Your coworker's draft note says a client in Clark-Fulton is "noncompliant and difficult." The client missed two appointments because her bus pass ran out.
What to do
1. Suggest rewriting with facts: missed two visits; client said her bus pass ran out
1. Add the plan: help apply for transportation help
1. Keep the talk private and respectful
1. Bring questions on note style to supervision
Why: Labels follow clients and hide upstream causes. Facts lead to real solutions.
3. The partner wants the whole file
A food pantry partner asks you to email them a client's full intake packet so they can sign her up. The client signed a release for the pantry to get her name, address and household size only.
What to do
1. Check the release to see exactly what it allows
1. Send only her name, address and household size
1. Use the secure method your agency approves
1. Note what was sent, to whom and when
Why: A release covers only what it names. Sharing the minimum necessary protects the client.
Activity: Fix the note
About 25 minutes
1. Read the practice note from the facilitator. It is made up and full of labels and missing facts.
1. Underline every opinion or label.
1. Rewrite the note in DAP format, using facts and the client's own words.
1. Add a plan with one referral and a next contact date.
1. Swap with a partner and check: would the client feel respected reading it?
Sources
Ohio Administrative Code 4723-26-10, Standards of safe care by the CHW
Ohio Administrative Code 4723-26-13, CHW training program curriculum
45 CFR 164.508, Uses and disclosures for which an authorization is required
HHS, Must an authorization include an expiration date?
HHS, Minimum Necessary Requirement
StatPearls, SOAP Notes
Noridian Medicare, Documentation Guidelines for Amended Medical Records
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