Documentation Quick Guide

	The Right Way 		What Not To Do 			   Why 			              
	Use blue or black ink. Write clearly, using complete sentences. 
	Never use a pencil.
	Medication sheets, progress notes, HCP orders, etc. are legal documents.  Others need to be able to read your handwriting.

	Begin each entry with the date and time; end with your signature.  
	Never wait to document important changes. 
	Documentation will reflect the correct sequence of events.  

	Correct errors as soon as possible.
	Never try to ‘squeeze in' or mark over information 
	Errors in documentation may lead to errors in care if not corrected promptly.

	Use a ‘late entry’ to clarify information written earlier or to clarify a task that was not documented initially.
	Never skip or leave a blank space for another staff to document later.  Never post-date an entry.
	Late entries will explain (tell the story) of what happened earlier.


	Use only objective (factual) and subjective (how a person tells you they are feeling) observations.
	Never guess or document your own hunches.
	Documentation must be factual and correct to ensure a person receives the best care possible.

	Draw a single line through an error.  Write ‘error’ and your initials.
	Never erase, mark over or use ‘white-out’.
	Documentation must be legible. Doing so can be viewed as an attempt to hide something. 

	Spell out information when documenting.  Only use acceptable codes or abbreviations.
	Never create your own documentation short cuts.
	Doing so prevents others from misunderstanding what you write.

	Only document and sign for a task you actually perform, such as when participating in a ‘shoulder to shoulder’ count or a disposal.
	Never sign your signature on a count signature sheet or disposal form, etc. if you were not part of the process.
	You are responsible for the information you write; doing so protects you.

	Draw a line from the end of your documentation to your signature.
	Never leave blank spaces.
	Someone else can add incorrect information in front of your signature.

	Document only for yourself.  
	Never document for someone else or cross out someone else’s documentation. 
	You are responsible for the information you write.
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