PDW Guidebook


DOCUMENTATION

All contacts with or about the participant are documented in the BSHCN Information System as soon as possible, but no longer than 10 business days after the date of the contact. 

· Documentation should be written in first person, using complete sentences or bullet style. 

· The use of “Home Visit Template” and the “Prior Authorization Templates” are required (Appendix R and S).

Documentation should be comprehensive enough to justify staff actions and include an action plan allowing others to intervene in the Service Coordinator's absence.

The following forms are to be inserted in both the Home Visit Template and the SHCN Information System Forms:
· Client Choice Statement – annually (Appendix E)
· PDN Acceptance Form - annually (Appendix J)
· Privacy Policies Acknowledgement - annually (Appendix M)

· Rights and Responsibilities - annually (Appendix N)

Authorization for Disclosure, HIPPA - annually (Appendix O)
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