CHARTING GUIDELINES FOR INTERNS/PRACTICUM STUDENTS (CMHC SUPERVISED)

Here are some guidelines for charting the initial interview, as well as subsequent sessions.

If you are typing your notes, every page should have the student’s name and date of birth. Your initial interview should be completed on the Mental Health Intake Assessment Form (or similar form designed by your center).  This interview, as well as subsequent progress notes, should ideally include:

· A description of the clinical symptoms

· How the student is working toward career readiness and how the session is supporting this employability goal.

· Your signature, as well as the signature of your supervisor (licensed clinician)

Be sure you are documenting the clinical symptoms and how they relate to the presenting problem/difficulty.  For example, a statement like "The student is unhappy and not satisfied with Job Corps" is not as helpful as additionally stating, "The student reports being depressed, is having trouble with sleep, has lost 5 pounds in the last week," “student reports beginning frustrated with the educational process and not passing his/her TABE scores,” etc.  

Charting for Career Development

At Job Corps, our focus is on employability. Students frequently have mental health issues that impact their employability, and these issues can be addressed with a framework of: 

· How can I assist this student with his/her mental health symptoms/concerns in order to make the student more employable in the future?  

· How can I address the student’s issues in a manner that reduces their barriers to employment?

Techniques/approaches for offering short-term mental health treatment that fit the above framework will be a frequent discussion in supervision. It is essential that your charting reflect this focus on employability. 

The initial intake should have a heading that reflects Barriers to Employment faced by the student. Additionally, each session note should end with a plan reflecting how what you discussed in a session affects the student’s long-term employability.

An outline of a session note (following the intake interview) is shown below – the note for the session should be titled Mental Health Progress Note 

Sample Mental Health Progress Note

[image: image1.png]MENTAL HEALTH PROGRESS NOTE

STUDENT NAME: DATE:

TYPE OF CONTACT

7 individual ~ [] Group [ couple 1 Family [] case Management with Counselors
[] Case Management with Outside Provider [] staff Consultation [] other

MENTAL STATUS

Appearance [J Normal ] Unusual Danger to Self [ Yes [ No
Speech [J Normal ] Unusual Danger to Other [ Yes [ No
Cognition/Perception [J Normal ] Unusual Comments:

Mood/Affect [ Nermal ] Unusual

Behavior [ Nermal ] Unusual

READINESS FOR CHANGE
D Pre-contemplation D Contemplation D Preparation D Action D Maintenance D Relapse
INTERVENTIONS FOR EMPLOYABILITY

Indicate primary types of interventions utilized (Check all that apply). Describe in summary of session.

[] Assess/Info Gather [ psycho-education [ Mativational Interviewing
[ crisis Intervention [ stress Management [JcBT/ACT

[] Empathic Exploration [ sacial Skill Training [] bBT/Mindfulness

[ pecision Making [ psychodynamic/Relational [ other

SUMMARY (/nclude how the session ties into employability or the work environment for the student)

[Jsession [] Phone contact [_] Case Management/Consultation [_] Other

Signature and Title Date

Supervisor Signature and Title, if applicable Date

October 2013




General

The use of quotes is very important.  Whenever possible use quotes that help describe the student's symptoms or presentation of problems. Any time suicidal material arises, quotes should also be used as much as possible.   Quotes are additionally the best way to chart when there is language that might be off-color or offensive, but needs to be included in the charting because it helps describe the student's current situation.

When you chart and you don’t have a quote available for a particular issue or symptom described by the student, your sentence might start with:

The student reported...

He stated that...

According to the student...

In the student’s opinion...

He spoke of...

It is helpful to keep the standard in mind that everything you chart might be read by anybody.  While our records here at the center are not shared throughout the center, it is possible that someday the student may read the chart upon his/her request, that the records might brought into court or requested by another party, or that somehow the records otherwise become a matter of record.  In that case, not only might the student read the chart, but also a family member or someone else who is mentioned in your notes.  As a result, your charting should be as objective and observational as possible.  This is one more argument for using quotes whenever possible, rather than giving your analysis of the situation without quotes. 

The problem-oriented record system (SOAP notes) is the recommended format for all health record entries.

Sample Employability SOAP Note

Student, Joe

S = (subjective) Student reports having difficulty sleeping in the dorm along with feelings of sadness and disinterest in center activities over past two weeks. Student states he is becoming increasingly irritable during the day. 

O = (objective) Student was generally anxious throughout the session with a flat affect.  At one point became tearful and slightly agitated. Able to verbalize how current symptoms could become barriers to employment if not resolved.  Denied any suicidal thoughts or past suicidal behavior.

A = (assessment) Student has been on center for two months and is experiencing adjustment issues which may be triggering an episode of depression.  Student shows a moderate level of motivation to address symptoms, identify and resolve barriers, and remain at Job Corps. 

P = (plan) Schedule next appointment for 2/10/2010@12pm to begin short-term cognitive behavior therapy to address symptoms on center and how to handle in future work environment. Gave student sleep hygiene brochure and instructed to return to wellness if problems do not get better before next appointment.  Refer to Counselor’s adjustment group, Alert RA and Counselor to watch for behavioral changes over the week and refer back to health and wellness, if needed. Lastly, refer to center physician for psychiatric/medication evaluation.

Externs/Practicum Students are encouraged in the beginning to chart "too much" versus too little.  The more you can chart initially, the more helpful it will be in receiving feedback both on your means of presenting yourself in writing, as well as providing a clear clinical picture for your supervisor.  

Suicidal thoughts and plans should be documented carefully.  Once again quotes are very important in this regard.  If you have made a contract with the student to not hurt him/herself and/or that the student will speak with you before taking any action, the nature of the agreement should be in your chart.  In other words, you should include what that agreement was, rather than simply stating "Student made a no-suicide contract."  Be sure that your supervisor has the opportunity to see your charting on such a situation as soon as possible.  

Your supervisor is required to sign off on your charting throughout your externship/practicum.  After you have finished charting on a student, your supervisor must review your chart notes before they are filed in the Student Health Record (SHR).  Your supervisor may ask you to edit or include an addendum with your charting that may more specifically address some issues and then s/he will sign off on your notes.  You should never be put in a situation where you have to edit your charting in a means that is unethical or otherwise inappropriate.  Once your supervisor has signed your notes, they can be filed in the SHR.

Charting Guidelines
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