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	TO:
	All DDA Staff

	FROM:
	Don Clintsman, Deputy Assistant Secretary
Developmental Disabilities Administration

	SUBJECT:
	Writing Service Episode Records

	PURPOSE:
	To clarify writing expectations for a service episode record 

	BACKGROUND:
	A service episode record is a case note. All case notes related to a client and their services must be completed in the service episode record component of the CARE tool. 

A service episode record may be shared with a wide audience outside of DDA. Anyone who writes, accesses, or transmits service episode records must comply with: 

· The Health Insurance Portability and Accountability Act (HIPAA);           

· DSHS 5.01, Privacy Policy – Safeguarding Confidential Information;  

· DDA 12.01, Incident Reporting and Management;     

· DDA 9.07, Human Immunodeficiency Virus (HIV)and Acquired Immune Deficiency Syndrome (AIDS);

· Confidential aspects of investigative processes and information; and

· [bookmark: _GoBack]Other applicable confidentiality laws. 

	WHAT’S NEW, CHANGED, OR CLARIFIED:
	Language in a service episode record must: 

· Be concise. Record information necessary for the reader to understand what occurred.

· Be objective. Avoid exaggerated or emotionally charged language.

· Be respectful. Use people-first language when referring to clients, families, coworkers, supervisors, and events. 

· Be factual. Report events and outcomes for which there is evidence. Do not speculate why something happened. Do not include legal opinions, quote your Assistant Attorney General, or comment on a lawsuit or potential lawsuit.

· Be written using plain talk principles, proper grammar, and correct spelling. Avoid using acronyms, abbreviations, and jargon.

· Not contain information copied and pasted from e-mails or other correspondence.

	ACTION: 
	1. A service episode record must be:

a. Created promptly. Best practice is to create the service episode record at the time of the event, or within one working day of the event. Entries must be submitted within seven days following the contact or activity.  

b. Completed by the DDA staff person who participated in or received information about the client, their services or activity.

2. A service episode record must include:

a. Who. Include the full name of the person or people relevant to the entry, and each person’s relationship to the client or relevance to the entry.

b. Where. Describe the location where the contact or activity occurred.

c. Why. Describe the purpose of the contact or activity.

d. What. Describe the contact or activity using clear and objective language.

e. When. Include the date the contact or activity occurred. The system records the date and time the service episode record was entered.  

f. Contact code. Select the appropriate service episode record contact code from the drop down list. Contact code descriptions are available in CARE’s F1 screen and the Long-Term CARE Assessor’s Manual.

	RELATED REFERENCES:
	RCW 44.04.280, Respectful Language 

DSHS Administrative Policy 2.11, Plain Talk: Clear Written Communications

MB D09-013, Written Communication

DSHS Style Guide 

Long-Term CARE Assessor's Manual

	ATTACHMENTS:
	



	CONTACT:
	Nancy Pesci
Field Services Curriculum and Training Program Manager
PesciNJ@dshs.wa.gov
360-407-1546
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People First Language 
Sometimes referred to as Person First Language 


This simply means focusing on the person (and not the disability).  Put the PERSON FIRST! 
 


Here are some examples. 


SAY THIS:        NOT THIS! 


  


People with disabilities The handicapped, the disabled …. 


People without disabilities “normal” people 


Person who has a  congenital disability Person with a birth defect 
Person diagnosed with: Affliction, suffers from, victim of ….. 


Person who has Down Syndrome Retarded, mongoloid, Downs person 
Person who has autism He’s autistic 


Person with quadriplegia / paraplegia He’s quadriplegic / paraplegic 


Person with a physical disability Cripple, deformed 
Little person, person of short stature Dwarf, midget 


Person who is nonverbal Dumb, mute 
People who are blind or have a visual impairment The blind 


Person with a learning disability Learning disabled 
Person with a mental health diagnosis Crazy, insane, psycho, mentally ill, emotionally 


disturbed, demented,  
Person with a cognitive disability, or with an intellectual and 
developmental disability 


Mentally retarded, slow, moron, idiot 


Student who receives special education services Special education student 


Person who uses a wheelchair, wheelchair user Confined to a wheelchair, wheelchair bound 


Accessible parking, bathroom, etc. Handicapped parking, etc. 
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Writing Examples of Service Episode Records 
 
 


                       Write this (objective)                     Instead of writing this (subjective) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


                       SUBJECTIVE 
   (NOT good for an SER) 


       Sue seemed angry. 
 


 


 


     Jeff seemed depressed. 


 


 
 
 
 
John’s mother got very upset during 
the visit because they are being 
evicted.  I think it is because John 
pounds on the walls and makes a lot 
of noise.  They have had to move 
before because of this. 
 


 
Sam lives in a path house.….  
 
 
 
 
 
 
She appeared intoxicated…. 


                         OBJECTIVE 
                       (GOOD SER ) 
  
Sue spoke in a loud voice and told me, 
“Nobody ever lets me do anything I 
want to do.” 
 


 
Jeff was quiet during the visit.  He 
kept his head down and rarely looked 
at me.  When I asked him who could 
help him with the grocery shopping 
and meal preparation, he replied, “I 
don’t know.” 
 


John’s mother wiped tears from her 


eyes several times during the visit. I 


asked her if something was bothering 


her and she stated that she was 


concerned that they might be evicted. 


 


Sam’s house has rows of newspapers 


and magazines stacked in every room 


throughout his residence.  He told me 


that he has been collecting them for 


about 15 years, etc. 


 


I observed her stumble when walking 


across the room.  She fell over a chair.  


Her speech was slurred.  She has no 


history of a medication or physical 


issues the might impact falling and 


slurred speech... 


 






image1.png




