College of Menominee Nation
Course Syllabus

HUS 220: AODA Reports & Recordkeeping

Meeting Day/Time: Fridays 4-5:50



Credits: 2

Certification Credit Hours: 30

Instructor: Barbara Jordan, MS, LPC, CSAC, CCS
Room Number: GB 221
Office: Basement of SD Hall, Room B
Office Hours: 30 minutes before & after class; hours vary daily; check office door for

hours
Phone: 715-799-5600 x 3074 or 920-965-00770 x 3074
E-mail: bjordan@menominee.edu

Recommended Textbooks: 

Lichtenberger, Elizabeth, Mather, Nancy, Kaufman, Nadeen, & Kaufman, Alan, Essentials of Assessment Report Writing. 2004. John Wiley & Sons, Hoboken, NJ. 
James R. Finley & Brenda S. Lenz, The Addiction Counselor’s Documentation Sourcebook. 2005. John Wiley & Sons, Inc., Hoboken, NJ
Perkinson & Jongsma, Jr., The Addiction Treatment Planner. 3rd Edition. 2006. John Wiley & Sons, Inc., Hoboken, NJ
Course Description: 
This course will focus on the development and maintenance of case records in accordance with federal and state standards, agency certification requirements/administrative rules (HFS 75), and ethical principles for alcohol/drug counselors. Students will learn the importance of clinical chart documentation, security, and confidentiality of case records, and methods of insuring them. Progress tracking is reviewed, including how to write clear and concise progress notes and other reports, and the principles for their review.

General Education Objectives: 


Analytical: Critical Thinking, level 3; Problem-Solving, level 3


Communication: Written, level 5; Spoken, level 3; Multi-media, level 3 


Human Experience: Civic, level 3; Professional, level 3; Leadership, level 3


Culture: Native American, level 1; Personal culture, level 1; Global, level 1
Program Outcomes: Pass Wisconsin AODA certification exams, Apply professional standards and codes of ethics within the counseling field, Formulate individualized treatment plans based on clients’ assessments. 
Course Format:

This course will be taught using lecture, discussion, and practice exercises filling out various counseling forms. All students are required to build a chart based on a hypothetical client. To meet requirements of AODA counselor certification, we will focus on the documentation of all counselor functions including intake, screening, assessment, treatment planning, counseling, case management, referral, discharge, and consultation. 
My goal is for this course to be an interesting, fun, and successful experience for you. 
To achieve this goal, you must be willing to actively participate in discussion and other class activities. Your active participation in class lectures and discussions is valued and encouraged. Please let me know if you have any special needs (e.g., learning disabilities, health, hearing or visual problems) or require any special assistance.
Course Learning Objectives: 

This course will prepare students with the necessary skills, knowledge, and ability to document and manage individual client services. Specifically, the student will learn: 
· The accepted principles of client record management. 

· How to protect the client’s right to privacy and confidentiality, especially with regard to third parties. 

· How to prepare accurate assessment reports and discharge summaries. 

· How to record treatment plans and a client’s progress in relation to the established treatment plan.
· The importance of accurate records in AODA treatment.

· The necessity of accurate placement of clients in AODA treatment.

· Methods of safeguarding client records.

·  Importance of accurate, on-going, timely reporting of treatment progress/or lack thereof. 
· State statutes regarding confidentiality, patient rights, informed consent, etc.
Course Requirements:

Students are expected to:
1. Attend all scheduled class sessions. 

2. Remain current with all reading and charting assignments. 

3. Choose a case to which all documentation forms will be applied and hand in on date indicated on course schedule.  

Assessment/Evaluation Methods:

Grades will be determined by evaluation of student’s ability to record and maintain AODA client records consistent with agency standards and applicable administrative rules. Student comprehension and skill in this class will be evaluated by:
1. Completion of counseling forms in case chart/file (100 points)
2. Typewritten Assessment Summary (25 points)
3. Typewritten Treatment Plan (25 points)

4. Typewritten Discharge Summary (25 points)

5. Group presentation on psycho-educational topic from textbook (25 points).

6. Final exam on maintaining confidentiality and principles of effective documentation (100 points).

How HUS 220 course assignments meet program outcomes:

	Course Assignment
	Pass Wisconsin AODA certification exams
	Understand & evaluate complex dynamics of clients' addiction(s)
	Administer & interpret comprehensive, developmentally appropriate assessments
	Formulate individualized treatment plans based on clients' assessments
	Implement evidence-based, effective, culturally sensitive counseling practices for individual & group clients

	Completion of counseling forms in case file/chart
	            X
	            X
	           X
	           X
	

	Typewritten Assessment Summary, Treatment Plan, Discharge Summary
	
	
	            X
	             X
	

	Group Presentation
	            X
	           X
	
	
	            

	Final Exam
	            X
	           X
	           X
	           X
	


	
	Manage cases by coordinating integrative services that support clients' recovery
	Provide substance abuse education


	Develop self-awareness through reflection


	Apply professional standards & codes of ethics within the counseling field

	Completion of counseling forms in case file/chart
	              X
	
	
	                X

	Typewritten Assessment Summary, Treatment Plan, Discharge Summary  
	              X
	
	
	                X

	Group Presentation
	
	               X
	               X
	

	Final Exam
	              X
	 
	
	                 X


Course Schedule (subject to change due to weather and learner progress) If change is required, the change will be in writing and provided to each student: 
Week 1 (8/28): Introduction to Recordkeeping Procedures


  Syllabus review



  General principles of effective documentation: 

  Assignment: Read Intro., Lichtenberger et. al.; Ch. 1 Finley & Lenz; 
 

  Typewritten answers to chapter questions. (Refer to addendum A for list 


  of questions) 
Week 2 (9/4): Report-writing Overview

     
Review “Functional Guide to Report Construction” pp. 8-18,                                                  
Zuckerman

Discuss Intro., Lichtenberger; Ch. 1 Finley & Lenz



Discuss Statutes related to referral processes

Hole-punch & insert forms from Finley & Lenz into chart


Assignment: Read Ch. 2, Lichtenberger et. al.; Ch. 2 Finley & Lenz; 
Typewritten answers to chapter questions. (Refer to addendum A for list of questions); Read & complete exercises on Writing Worksheet packet
Week 3 (9/11): Aspects of Technical Writing


 Discuss Ch. 2, Lichtenberger; Ch. 2 Finley & Lenz

 Discuss Statutes related to intake, screening, & assessment

 “Technical Aspects & Cohesion of Reports” Powerpoints

 Hole-punch & insert forms from Finley & Lenz into chart
 Assignment: Read Ch. 3 Lichtenberger et. al; Ch. 3 Finley &                                                      
 Lenz; Typewritten answers to chapter questions. (Refer to addendum A   for list of questions)
Week 4 (9/18): Referral & Background Information
Discuss Statutes related to HIPPA, level of treatment, informed consent, authorization for disclosure, client rights
Review UPC & fill out on hypothetical case



  Discuss Ch. 3, Lichtenberger, et. al.; Ch. 3 Finley & Lenz

  Hole-punch & insert forms from Finley & Lenz into chart
  Assignment: Read Ch. 4, Lichtenberger (pages 55-73 only); Typewritten    answers to chapter questions. (Refer to addendum A for list of questions)


 Writing Worksheet Packet due
Week 5 (9/25): Behavioral Observations
Discuss notation of behaviors observed during assessments 
  Assignment: Read Ch. 5, Lichtenberger, et. al.; Ch. 4, Finley & Lenz; 
  Typewritten answers to chapter questions. (Refer to addendum A for list    of questions)
Sign-up for group presentations (Who? What topic?)
Week 6 (10/2): Test Results & Interpretation


Discuss documenting contact with client once treatment begins, 



   treatment planning, and client progress



   Discuss statutes related to writing and storage of documents
   Hole-punch & insert forms from Finley & Lenz into chart


   Assignment: Read Ch. 6, Lichtenberger, et. al.; Ch. 5, Finley & Lenz

   Typewritten answers to chapter questions. (Refer to addendum A for list of questions)
Week 7 (10/9): Diagnostic Impressions & Assessment Summary

              Discuss documenting Treatment plan reviews, Discharge summaries


              Hole-punch & insert forms from Finley & Lenz into chart
                          TYPEWRITTEN ASSESSMENT SUMMARY DUE
  Assignment: Read Ch. 8, Lichtenberger, et. al. (except pages 170-180);    Ch. 6, Finley & Lenz; Typewritten answers to chapter questions. (Refer to 

             addendum A for list of questions)     

Week 8 (10/16): Writing Treatment Plans 


  Ensuring that treatment goals are S.M.A.R.T. (Specific, Measurable, 



  Action-oriented/Achievable, Realistic, & Time-referenced)



  Importance of eliciting client input & documenting that collaboration
Week 9 (10/23): Writing Progress Notes & Periodic Reviews



    What to include & what to leave out



    TYPEWRITTEN TREATMENT PLAN DUE
Week 10 (10/30): Writing Discharge Summaries, Program Evaluation
     Discuss importance of utilization review, quality assurance, and both                            

                 process- and outcome-measurement to improve programs
     Demonstrating effectiveness to management, referral sources, and 
      regulatory agencies   
     Discuss statutes related to program evaluation
     STUDENTS MUST HAVE INSTRUCTOR CHECK CHART


   Assignment: Read Ch. 7, Finley & Lenz

Week 11: (11/6)  Discuss importance of educating AODA clients in various skill areas



    Review various presentations from Ch. 7 

    Assign groups for presentations

    Choose topic from Finley & Lenz to present to class on week14 


    TYPEWRITTEN DISCHARGE SUMMARY DUE
    

    Assignment: Read Ch. 8, Finley & Lenz
Week 12 (11/13): Psycho-Educational Presentations, continued


     Review various presentations from ch. 8



     Assignment: Read Ch. 8, Finley & Lenz



     CASE FILE/CHART DUE (HAND IN FOR GRADE)
       

     Exam Review
Week 13 (11/20): Present Group Psycho-Educational Presentations
Week 14 (11/27): Thanksgiving Holiday
Week 15 (12/4): Final Exam
Grades:

The following grading scale will be used for all assignments:

95-100%=A





75-79=C                                                                             
90-94%=AB





70-74%=CD

85-89%=B





60-69%=D

80-84%=BC





Below 60% =F

Late Assignments: 
The course schedule above outlines the weeks/dates that reading assignments, discussion questions, and papers are due. The student is expected to complete those assignments by the dates listed on the syllabus. Unexcused late assignments will result in a reduction in points and thus a lower grade. No late assignments will be accepted unless the student speaks directly to the instructor prior to the deadline regarding personal circumstances and/or necessary accommodations. 

The following form will be attached to your returned work. Please be informed of these criteria in advance:

Critique of Your Assignments







Possible Number

Number of 






Of Points


Points Given
_______________________________________________________________________

Content:





4



 

(Meets assignment directives

Answers all questions required)

________________________________________________________________________

Clarity of Communication:



3



(Written or verbal)
________________________________________________________________________

Quality of Assignment:
(Grammar, Spelling, Conciseness)


3

________________________________________________________________________

TOTAL POINTS








/10
________________________________________________________________________
Presentation Evaluation

Because communications and presentation skills are important in any agency, each student will be required to participate in a presentation of a topic related to the course content. Presentation topics will be selected by the student group. Each presentation will be a minimum of 7 minutes in length per student. For this class, you can cover one Powerpoint presentation provided in the text. Each student must meet all criteria. The evaluation criteria will be as follows:

	Category   
	Possible Points
	Points Received

	Professional Dress/Attitude/Presentation

· Presenter(s) dress professionally
· Presenter(s) show interest, enthusiasm
for subject with attempt to convey

meaningful information

· Presenter(s) presentation reflects 

            rehearsal & preparedness

· Presenter(s) maintain eye contact 

            with audience

· Presenter(s) use note cards, but

            don’t READ presentation
	10
	

	Presentation Visuals

At least one of the following is used:

· Handouts (properly annotated)

· PowerPoint

· Flip charts, audience participation tools

· Use of document camera & other media
	10
	

	Content

· Presentation is meaningful and relates
to class content

· Research is evident

· Information is current (no more than

      5 years old)
	15
	

	Organization

· Presentation was logically organized, including an introduction  & summary

· Presentation demonstrates planning & coordination

      among team members
	10
	

	Abstract

Will be due at same time as presentation

· Concise, approximately three paragraphs in length

· Single-spaced, depicts an overview of presentation

· Prepared using correct punctuation, spelling, &

Grammar
	5
	

	TOTAL POINTS
	50
	


Class Participation Evaluation:

A=Always participates; always in attendance

B=Participates regularly; hardly ever absent

C=Participates as much as other group members; usually present

D=Occasionally participates; absent often

F=Never participates

Relevancy of Comments in Class Preparation:

A=Comments are always related to topic

C=Comments usually pertinent, occasionally wander from topic

F=Comments ramble, distract from topic

Attitude During Class:

A=Professional attitude always shown

C=Usually attentive & shows proper business behavior

F=Distracts from class & lacks initiative
Attendance Policy: 

CMN requires instructors to submit student attendance reports to the Vice President of Academic Affairs. Regular attendance is strongly encouraged for students to pass course examinations. 

Dangerous Weather:

Closures resulting from severe weather conditions or natural disasters, or mechanical failures will be announced by the president or her designee. Campus closing will be announced on WTCH-AM 960 radio and Green Bay TV stations. When in doubt, a student should call 715-799-5600 for a recorded message. (p. 16 Student Handbook)

Excessive absences, signing in for, or by, other students may result in:


Loss of attendance/participation point


Receiving a failing grade for the course 


Being dropped from the class

If you must miss a class, you should email me (bjordan@menominee.edu) or leave a message on my office voice-mail (715-799-5600 . When you return to class, it is your responsibility to determine what you missed during your absence.

Excessive tardiness, disruptive behavior, routinely leaving class early and/or coming in late, using class time to socialize, read, do work for other classes, and/or other forms of disruptive behavior may result in:


Being marked absent for the class meeting, 


Being asked to leave for the duration of the class meeting, 

Loss of the attendance/participation points
Drops:

If you should need to drop the class, it is your responsibility to file appropriate drop forms with admissions and records before the official drop deadline (see college schedule). If you just stop attending class and don't file the appropriate forms, you could receive an F in the course.

Classroom Conduct:

Because students are enrolled in a Human Service Course and will learn how to understand and assess individuals who suffer from alcohol dependency, the students are expected to:

Demonstrate RESPECT for fellow classmates. This means being courteous and not verbally abusive or disruptive during the class. 

Practice CONFIDENTIALITY with each classmate. Sometimes during discussions, classmates may share information of a personal nature. What is shared in the classroom is not to be shared outside of the classroom.

Attend class ALCOHOL FREE. See CMN Policy in Student Handbook.

Demonstrate ACADEMIC HONESTY. Cheating and plagiarizing are considered academic dishonesty. See CMN Policy in Student Handbook. 

Turn cell phones to “vibrate” or “manner mode” and limit children in classrooms to sleeping infants so as not to interfere with other students’ learning.

Students shall honor the rights and respect the dignity of fellow students. This includes refraining from distracting side conversations and turning off cell phones, pagers, and laptops (unless special learning needs exist and have been pre-approved). Students shall protect classmates’ rights to confidentiality. Students should strive to acquire the knowledge taught in class to improve their clinical skills. Students are asked to inform instructor of conditions that may interrupt their ability to learn either in- or outside the classroom. The instructor, Learning Specialist, and/or fellow students can only provide assistance if you seek it.

Academic honesty is an absolute for the fulfillment of College of Menominee Nation mission and guiding principles.  Our students are proud of the work they do here and are committed to doing the best for their communities.  Their grades, certificates, and degrees are their record of that work.  These are used by prospective employers to make hiring decisions, by transfer colleges and universities to make admissions decisions, by funding organizations to determine eligibility for scholarships and other financial aid, and, most importantly, by family and other community members to express their pride in our students accomplishments.  Therefore, College of Menominee Nation will not tolerate any form of academic dishonesty.  See the Student Handbook for more information on “Academic Misconduct.”

Incomplete Policy:  Requests for a grade of “incomplete” must be initiated by the student to the instructor.  Students may only request if at least 75% of course requirements have been met.
ADA Statement:   Individuals who have any disability, either permanent or temporary, which might affect their ability to perform in this class are encouraged to inform the Disability Counselor in the Office of Disability Services Room 101, (715) 799-5600. Adaptation of curriculum, instruction, or assessments may be made as required to provide for equitable participation.

Students with a disability, which affects their academic performance, are expected to arrange for a conference with the instructor in order that appropriate strategies can be considered to ensure that participation and achievement opportunities are not impaired. Please notify the instructor within the first week of classes if a reasonable accommodation for a disability is needed for this course. A letter from your physician may be necessary.

All students are encouraged to provide instructor with suggestions or other forms of constructive feedback regarding the class. Students can do this informally by speaking with the instructor, either in class or by appointment, and, if the instructor is unavailable, to then arrange an appointment with the Dean of Academic Affairs. This can also be done formally by completing the evaluation form distributed at the end of the course. If a student has a concern, issue, or question, the student must take responsibility to approach the instructor in a timely matter. 

Addendum: Chapter Questions
Introduction, Lichtenberger, et. al.:

1) List four purposes of assessment reports. 

2) On what four elements should we base our diagnostic impression & recommendation?

3) The reason for a referral determines ____.

4) #1 “Test Yourself” item on p. 10.

5) #7 “Test Yourself” item. 

Chapter 2, Lichtenberger, et. al.:
1) To accomplish unity in your reports, use_____. 

2) List two ways to improve sentence length. 

3) List two suggestions for clear accurate writing.

4) A well-written paragraph includes____.

5) #1 “Test Yourself” item on p. 30.

6) #3 “Test Yourself” item.

Chapter 3, Lichtenberger, et. al.:

1) Include in the background section, a summary of ____. 

2) List two sources of information for the background section.

3) To collect information from sources other than the client, you must have ____.

4) List the only (three) exceptions to confidentiality.

5) List four topics to include in the history of background section.

6) #1 “Test Yourself” item on page 54.

7) #2 “Test Yourself” item on page 54.

Chapter 4, Lichtenberger, et. al.:

1) During evaluation, what do the authors suggest our notes include? 

2) Before making broad generalizations/interpretations, review ____ carefully.

3) Provide one example of a behavior that can influence interpretation of test data.

4) List three factors that may lead you to question validity of your data.

5) # 3 “Test Yourself” item on page 80.

Chapter 5, Lichtenberger, et. al.:

1) List the six organizing principles of reports.

2) List the three formats for reporting results.

3) What are four questions the authors list regarding consistency of findings.

4) We should look for consistency across four factors. What are they?

5) #1 “Test Yourself” item on page 103.

6) #2 “Test Yourself” item.

7) #3 “Test Yourself” item.

Chapter 6, Lichtenberger, et. al.:

1) Besides Axis I, which includes clinical disorders, name the other DSM Axes. (There are five altogether).

2) Why is the diagnostic impressions & summary section of a report typically the most influential?

3) List three reasons for NOT including a summary.

4) List the four principles for writing summaries provided by the authors.
5) #1 “Test Yourself” item on page 119.

6) #2 “Test Yourself” item.

7) #4 “Test Yourself” item.

8) #10 “Test Yourself” item.

Chapter 8, Lichtenberger, et. al.:

1) List four factors that may impact specificity of recommendations.

2) List three reasons recommendation aren’t followed.

3) People seldom carry out recommendation if those recommendations ____.

4) #6 “Test Yourself” item. 

5) #7 “Test Yourself” item.
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