RCS OPP for CRS
EVALUATION PROCESS 
Guidelines to 

Client Record review

The length of time taken to review the client’s record will vary depending on the type and complexity of the client’s needs.

The scope and depth of each sample client record review will be determined by information obtained through:

1. Evaluation preparation;

2. Client, staff, and home observations;

3. Interviews and discussions with clients, client family members, and provider staff; and

4. The client’s needs and abilities.

The ISP is the basis to identify which client needs the provider is responsible to meet.  The provider does not need to include every need identified in the ISP as a goal in the IISP.

If needed information cannot be found or is unclear, evaluators will give the provider the opportunity to submit or clarify the needed information.

Information acquired through record reviews can lead to and help focus additional observations and interviews.

Record reviews can also validate and/or clarify information obtained through observations and interviews.

All progress notes; health and dental care records; and documentation of IISP implementation and status do not need to be reviewed for every sample client.  A focused review of these records should occur if observations and/or interviews indicate potential deficient practice.

Documents/records concerning guardianships and decision making should be reviewed if issues and concerns are identified regarding legal issues and decision making.

For sample clients with restrictive procedure programs, verify through record review (and interview) that required approval processes have been followed and consents obtained.

When reviewing client records, note and follow-up on the following:

1. Events or situations that should be reported to CRU and submitted as incident reports; and

2. Emergent situations and changes in client status or needs that should be reported to DDD.
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