Tips for filling out the LTCOP Forms
Include date and time on all records

Download the Complaint form from the web site and type your report, or use blue or black non-erasable ink on handwritten records

Keep report in chronological order

Use words such as resident, complainant, or caller do not use name of resident (for redacting) 

Note documentation errors and correct clearly, i.e., by drawing one line through the error and noting presence of error and initialing the area

Avoid abbreviations avoid unclear documentation such as illegible penmanship

Avoid contradictory information

Provide objective rather than subjective information. For example do not write “resident is confused”, nor  “ resident has Alzheimer’s” describe observations such as resident unable to find her room or resident unable to recall her name, or resident has word finding difficulties.
Remember only documented evidence is considered credible. Undocumented information is considered questionable since there is no written record of its occurrence. 

Record actual statements of residents and staff in quotes. Use staff titles and names when reporting the interview.
Never leave your reports and notes in an unprotected environment where unauthorized individuals may read  the contents.
Remind the volunteer that it is always a good idea to get the resolution from the facility in writing when possible. A memo from the ombudsman to the facility stating the promised action is one way to get it in writing.
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