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	OPTIONS COUNSELING RECORD REVIEW TOOL

	A standardized Options Counseling process across ADRCs supports a consistent high-quality customer experience. Documentation ensures that any ADRC staff member who interacts with the customer knows all pertinent information to assure that the customer’s goals are being met. Documentation further allows the ADRC to monitor services provided in a systematic manner. The Options Counseling Record Review Tool is designed to assist in quality assurance by monitoring fidelity to the Options Counseling model.

Contact Definition:
Every contact the ADRC has with a customer, or another person on the customer’s behalf, where information is exchanged is entered into the client tracking database. A contact may occur in person, over the telephone, or via email or written correspondence. In person contacts may take place in the customer’s home, at the ADRC or another location. For email or written correspondence to constitute a contact information must be given or received. An individual may contact the ADRC multiple times regarding the same subject and each interaction is recorded as a separate contact.
 
Options Counseling Record Review:
For the purposes of Options Counseling record review, records for which ADRC OUTCOMES include “Provided Options Counseling” will be identified. From the identified records, a random sample will be selected. The entire body of documented contacts for a selected options counseling encounter should be reviewed, including any follow up contacts.

All required CLIENT TRACKING, ADRC OUTCOMES, and CALL TOPICS should be documented as specified in the Client Tracking System Requirements. Please see the Technical Assistance document located here: https://share.health.wisconsin.gov/ltc/teams/ADRC/ADRC%20Document%20Library/Client%20Tracking%20System%20Requirements.pdf

Using This Tool: 
Within CLIENT TRACKING, the “Call Record Notes” element must contain the components listed below. Each component must be rated “met” or “not met.” Rationale should be noted for the rating given to each component. 

Scoring: 
Maximum score is 14 and passing score is 12 (approx. 83%).





	Name – Options Counselor 
	Date of Review
	Customer Record Identification

	[bookmark: Text1][bookmark: _GoBack]     
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	Name – Reviewer 
	Dates of Customer Contacts
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	#
	Component
	Review Guidance
	Met
	Not Met
	Rationale/Comments

	1
	Identifies Need for Options Counseling
	[bookmark: Check1]|_| Documentation must include notation of the identified criteria used to determine that Options Counseling was appropriate for customer
Common criteria examples may include: 
· Limited ability to communicate or advocate for self
· Limited support system
· Limited capacity to act on information provided
· Planning for next steps and weighing options related to life changes 
· Inability to understand information provided
· Inability to plan and execute next steps based on information provided
	[bookmark: Check2]|_|
	[bookmark: Check3]|_|
	[bookmark: Text6]     

	2
	Identifies Customer Willingness
	|_| Documentation must include notation of customer’s willingness to engage in Options Counseling
	|_|
	|_|
	     

	3
	Welcome – Confidentiality

	|_| Documentation must include notation that Options Counselor informed customer of confidentiality and that customer indicated understanding
	|_|
	|_|
	     

	4
	Welcome – Communication Supports and Assistive Devices
	|_| Documentation must include notation of any communication supports and assistive devices required for customer.

If no communication supports or assistive devices are needed, there should be clear notation none were needed.
	|_|
	|_|
	     

	5
	Discovery – Information on customer’s concerns and needs
	|_| Documentation must include some information about what is and is not working in the customer’s current situation.
Examples of what this information may include: 
· Physical and emotional health and well-being
· Activities of daily living
· Information about urgency of needs
· Observations of customer needs based on direct observations of residence
	|_|
	|_|
	     

	6
	Discovery – Information about customer’s strengths, goals, values, and preferences
	|_| Documentation must include some information about things that are important to the customer.
Examples of what this information may include: 
· Customer short and long term goals
· Customer priorities
· Things customer wants and does not want to happen
· Customer stated or observed strengths
	|_|
	|_|
	     

	7
	Discovery – Information about customer’s family, friends, lifestyle, and current living situation
	[bookmark: Check4]|_| Documentation must include some information about the people who are important to the customer and/or the people who currently provide the customer with support. May also include information about hobbies, favorite activities, and rituals and routines.
	|_|
	|_|
	     

	8
	Discovery – Legal decision maker
	[bookmark: Check5]|_| Documentation must include notation of customer’s legal decision maker. This may be noted as name and contact information of legal decision maker or “customer is own legal decision maker.”
	|_|
	|_|
	     

	9
	Decision Support – Resources to meet the customer’s identified needs and preferences
	[bookmark: Check6]|_| Documentation must include list of resources provided by Options Counselor
	|_|
	|_|
	     

	10
	Decision Support – Customer-focused discussion of resources
	[bookmark: Check7]|_| Documentation must include customer response to resources offered. May include listing of customer identified benefits and limitations.
	|_|
	|_|
	     

	11
	Decision Support – Customer readiness to move forward
	[bookmark: Check8]|_| Documentation must include clear notation of customer readiness to create a plan or lack of readiness to create a plan.
	|_|
	|_|
	     

	12
	Action Planning – Action Plan document
	[bookmark: Check9]|_| Documentation must include copy of Action Plan document, or record of each item listed on document.

If Action Plan is not documented, there should be clear notation of customer’s decision not to develop a written plan.
	|_|
	|_|
	     

	13
	Follow-Up
	[bookmark: Check10]|_| Documentation must include information on at least two of the following:
· Customer’s current situation
· Outcomes since last contact
· Steps in the action plan that occurred
· Steps in the action plan that did not occur and why
· Any next steps

If follow-up contact is not documented, there should be clear notation that customer declined follow-up, or notation of attempted contacts.  

	|_|
	|_|
	     

	14
	Options Counseling conclusion
	[bookmark: Check11]|_| Documentation must include both date and reason for conclusion of Options Counseling
	|_|
	|_|
	     



