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Conflict of Interest Disclosure

How to Document

» Disclosure to the Learner:

. o .
» Not a documentation expert: Giving examples and experiences | have
I I I I had in my 8 years as a Program Coordinator and what | have learned

» still learning rent avenues, etc. with documentation

» Technology for Documentation is ever changing

/ Why Documentation is Important

- Ensures all parties have a clear understanding of
0 expectations, policies, procedures
- Outlines how to address any issues and
If it isn't documented, expectations moving forward

Provides Evidence of knowledge of

expectations and opportunities given to correct
issues

it didn't happen.

Documentation of Policies,
Procedures and Expectations Get Everyone on Board
during Training

Challenges: Many Faculty/Staff fear putting things in writing

Key Reminders:

-Fear of repe ns/ broken working relationship

I it sn't written down, they don't know
R LT el 2 Not enough training on how to document and why it's important
Have all policies, procedures and expectations clearly stated in a Doubt In .
Program Manual, updated regularly.

-Assumption that it was a one time thing/bad day for the trainee




Solutions:

-Provide training for faculty/staff on
importance of documentation

-stress the importance of trainees needing
feedback (good or bad) and why

- explain how documentation doesn't have:
to be negative, show how it can be positive
and constructive

-train faculty and staff how to give
constructive criticism and how to properly
document
-Remind faculty/staff the expectation of
working at a teaching institution, feedback
and documentation is expected
Note: expectations, policies and procedures

ould also be given to faculty/staff

-send when hired and yearly reminder

HELP ME;HELPYOU!
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Types of Documentation and
Sources to get the Job Done

k4ﬂz/flbmm/

Use your calendar
one-off conversations (can be |
important later on)

-appointments (exams, Dr.,
wellness, etc.)

-all off days and reasoning

-deadlines (prevents the “I
forgot/I didn't know" excuse)
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Document it Immediately

-ensures nothing is forgotten
-ensures proper time

frames/documentation is as accurate
as possible

DocuSign

Reason to use it:

ull compliance

urity requirements
e meets HHS
gnatures.

What to use it for:
-offer letters
-contrc

-pro

-evaluation review

Take Note
When to use it ’”"‘T""““”"“I’.‘ZZJ.’;"J:LTL‘.‘;ZTi
-meetings ;
-conversations
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“Per our Conversation”
No, you're NOT a Karen!

. Allows both parties to agree on what
was discussed

. Prevents confusion of expectations

. Provides a detailed review of what
was discussed

. Always

-documentation individual h
P read/acknowledged the email
. save to files

from: 04 contents

P

Electronic Files

Provides HouseStaff access fo their files 24/7, meeting ACGME
requirements

Provides all evaluations, milestones, documentation within reach to
program and trainees

Allows more documentation compared to paper files

Easier to save items

o V re trainee is marked as “Read Only" to prevent editi
ocuments

[

Why three? LOOM

nt: aid she said

O Recording

-provides professional feedback/di

Note: Try having an agenda sent out for every meeting. Allows both parties to yreat feature for meetings

know what will be discussed and prevents the meeting from going off the

e s events any confusion/argument of what was discussed

opic
-also allows both parties to contribute to meeting discussion

Follow-up with an email detailing meeting discussion, minutes and outcome

pectations and communication, be detailed, take
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Who to consult when issues arise

-ACGME

-DIO

-Chair

-Chiefs

-ABA

-Institution Legal/ Team

-HR

-Clinical Competency Committee

Note: still make sure to have everything in writing, meeting minutes
should be taken on all meetings, per our conversation e-mail follow-
ups with phone conversations

In Summary

SSYOU'REALAWYER:YOU'REA
LAWYER

EVERYONE'S A LAWYER




