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Introduction  
We are pleased to welcome you to APS Case Documentation: Skill 
Building Instructor-Led Training (blended with eLearning) 
Participant Manual, developed by Adult Protective Services Workforce 
Innovations (APSWI), a program of the Academy for Professional Excellence 
under a grant from the California Department of Social Services, Adult 
Programs Division.  

The Academy for Professional Excellence, a project of San Diego State 
University School of Social Work, was established in 1996 with the goal 
of revolutionizing the way people work to ensure the world is a healthier 
place. Our services integrate culturally responsive and recovery-oriented 
practices into our daily work to promote healing and healthy 
relationships. Providing around 70,000 learning experiences to health 
and human service professionals annually, the Academy provides a 
variety of workforce development solutions in Southern California and 
beyond. With five programs, three divisions and over 100 staff, the 
Academy’s mission is to provide exceptional learning and development 
experiences for the transformation of individuals, organizations and 
communities.   

APSWI is a program of the Academy for Professional Excellence. APSWI is 
designed to provide competency-based, multidisciplinary training to Adult 
Protective Services professionals and their partners. APSWI’s overarching goal 
is the professionalization of Adult Protective Services professionals to ensure 
that abused and vulnerable older adults and adults with disabilities receive 
high quality, effective interventions and services. 

APSWI partners with state and national organizations and experts in the older 
adult and adults with disabilities professions to empower APS professionals 
and those they serve to live safely, peacefully and in a world that is free from 
abuse and neglect.    

APSWI’s partners include: 

• National Adult Protective Services Association (NAPSA) Education 
Committee and the National Adult Protective Services Training Center (NATC) 

• California Department of Social Services (CDSS), Adult Programs 
Division 

• County Welfare Directors Association of California (CWDA), Protective 
Services Operations Committee (PSOC) 

• California’s Curriculum Advisory Committee (CAC)Partner Organizations  
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Executive Summary 
Course Title: APS Case Documentation and Report Writing Skill-Building 
(blended with eLearning)  

Course Description: Effective documentation is pivotal to APS work and 
ensuring clients are served with program and agency protocols in mind. In this 
engaging introductory training, participants will build upon crucial documentation 
elements gained from the pre-requisite eLearning. This course expands on the 
concepts of accurate and completion documentation that is objective, purposeful 
and person-centered. Participants will be provided opportunities to practice 
writing narratives, challenge subjective documentation and identify case record 
requirements.    

 
Instructor Led Training 
This course is a blended Instructor Led Training, designed to be facilitated 
virtually or in-person, after participants have completed the foundational 
eLearning.  

 
Course Requirements 
Participants will need to complete APSWI’s APS Case Documentation and Report 
Writing eLearning before attending this workshop. This course can also be 
completed after completing the National Adult Protective Services Training 
Center’s (NATC) Case Documentation eLearning.     

 
Intended Audience 
This training is intended for new and experienced line staff who interview clients 
and collaterals, provide risk assessments and develop service plans. Staff from 
other disciplines (IHSS, Ombudsman, etc.) may also find it helpful.   

 
Learning Objectives: 
Upon completion of this training, participants will be able to: 

• Summarize documentation standards of practice 
• Determine the differences between subjective and objective documentation 
• Construct narratives that are clear, concise and purposeful  
• Identify case record requirements 

 

https://theacademy.sdsu.edu/programs/apswi/core-competency-areas/aps-case-documentation-report-writing-elearning/
https://theacademy.sdsu.edu/programs/apswi/core-competency-areas/aps-case-documentation-report-writing-elearning/
https://natc.acl.gov/home#gsc.tab=0
https://natc.acl.gov/home#gsc.tab=0
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Course Outline 

CONTENT MATERIALS TIME 

WELCOME, 
INTRODUCTIONS, 
COURSE OVERVIEW 

PPT slides 1-7 Total: 20 minutes 

Land Acknowledgment 
and Housekeeping 

  

Trainer/s introduction   

Activity: The Three F’s 
(Large group) 

 10 minutes 

Learning Objectives and 
Course Overview 

  

CASE 
DOCUMENTATION: 
WHAT WE KNOW 

PPT slides 8-9 Total: 20 minutes 

Review of eLearning 
Content 

  

Activity: Key Concepts 
Self-Assessment 
(Individual) 

Polling ability 10 minutes 

ACCURATE & 
COMPLETE 
DOCUMENTATION 

PPT slides 10-14 Total: 40 minutes 

Key Elements for 
Accurate Documentation: 

• Indicators of Abuse,  
• Screening Decision-

Making Ability,  
• Risk Assessment  
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CONTENT MATERIALS TIME 

Activity: Identifying All 
Actions Taken 
(Individual, Large Group)  

Handout: Noah Jackson 
& Answer Key 

15-20 minutes 

OBJECTIVE, CLEAR, 
CONCISE, & 
PURPOSEFUL  

PPT slides 15-19 Total: 60 minutes 

Activity: Rat Feces 
(Individual and Large 
Groups)  

Handout: Rat Feces & 
Answer Key 

15 minutes 

Activity: Is it Subjective 
or Objective? (Individual) 

Video Clip, Polling Ability 
& Answer Key 

10-15 minutes 

Clear, Concise, & 
Purposeful Guidelines 

  

Activity: Writing Case 
Narratives (Small 
groups) 

Case Narrative Sample 20-25 minutes 

PERSON-CENTERED  PPT slides 20-23 25 minutes 

Activity: Benefits of 
Person-Centered 
Practices 
(Individual/Large Group)  

 5-7 minutes 

Person-centered specifics 

• Documenting 
During Client 
Interactions 

  

CASE RECORDS PPT slides 24-26 25 minutes 

Documentation 
Requirements 

Case records program 
specific requirements 

 

Timely Documentation   2- 3 minutes 
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CONTENT MATERIALS TIME 

Activity: Ways to 
Document (Individual) 

Activity: Case Record 
Scavenger Hunt (Small 
groups) 

Handout: Case Record 
Case Scenarios & Answer 

Key 

15-20 minutes 

WRAP UP PPT slides 27-29 20 minutes 

Key Concepts   

Activity: PIE (Individual)   

Evaluations   

TOTAL TIME 
(excluding breaks) 

 3.5 hours 
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Handout: NOAH J. CASE SCENARIO 
You are an APS professional who visits the home of Noah J., an 84-year-old man 
who lives alone.  When asked, Noah identifies his gender as male and he 
describes himself as heterosexual and widowed. He describes his race/ethnicity as 
African American and Native American. 

Your visit occurred on (fill in the date) and the length of the visit was 1 hour, 15 
minutes. 

The case was referred to APS due to allegations of neglect and difficulty in caring 
for self, commonly referred to as self-neglect.  The client’s caregiver is the alleged 
perpetrator for neglect.  

Noah’s 34-year-old nephew, Jordan, is his caregiver and comes over four times 
per week to help with household chores, food prep, and to help Noah bathe. 
Jordan is paid for caregiving services through In-Home Supportive Services 
(IHSS). Noah also gives Jordan his debit card so that Jordan can purchase 
groceries for Noah. As you’re interviewing him, Jordan arrives, and Noah 
immediately stops talking and appears fearful.  

As Jordan begins putting away groceries, Noah changes the subject and begins 
discussing his medical conditions, as though you are medical professional. As 
you’re talking with Noah, you notice his hygiene is very poor, as evidenced by dirt 
and grime caked on the skin of his neck and underneath his fingernails. You also 
notice his clothing appears unwashed, with what appears to be several days’ 
worth of food stains and layers of grime, as though he’s been wearing the same 
clothes for days.  

Noah asks Jordan to go pick up his medications at the pharmacy. While Jordan is 
gone, Noah explains he has been out of his medications for several weeks, stating 
“he won’t get them for me.”  He also stated in a loud whisper “he’s using my debit 
card to pay for video games!”  

You notice that Noah’s ankles appear swollen. When you ask to see his list of 
medications, he provides it, and you see that one of the prescribed medications is 
Furosemide (Lasix), which is a diuretic that helps remove excess fluid from the 
body.  

While Jordan is gone, Noah gives you permission to look around the house. You 
notice piles of unwashed clothes on the floor of Noah’s bedroom, as well as a foul 
odor in the bedroom emanating from the dirty laundry on the floor.  

During your interview, you screen for potential cognitive issues and decision-
making ability. You use your organization’s approved assessment tool, the Clock 
Draw Test (CDT). The client scores a six (out of 10 points) on the CDT, indicating 
mild cognitive impairment. You ask a series of questions designed to assess 
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Noah’s decision-making ability in addition to investigating the allegations. You ask 
the following questions and receive the following responses from him.   

APS professional: Can you tell me about the decision to have Jordan be your 
caregiver? 

Noah: Well….. I don’t know….my sister noticed I needed some help and she said 
her son Jordan could help me. And get paid for it.  

APS professional: What, if any, concerns do you have about Jordan being your 
caregiver? 

Noah: Well….he doesn’t always show up. I’m kind of a mess around here….can’t 
do it myself. I told him to pick up my medications and he didn’t do it!  

APS professional: Can you tell me more about Jordan’s use of your debit card? 

Noah: I thought it would be easier if I just gave him my card so he can get my 
groceries and stuff. But then I saw on my bank statement these weird charges….I 
didn’t know what they were for. I asked my neighbor about it, and he looked it up 
on his computer and told me it was for video games.   

APS professional: How do you monitor your finances/bank account?   

Noah: I don’t use on-line banking, don’t trust it, but I receive my statements in 
the mail.  I usually look at them.  If I have any questions I usually go to my bank 
in person, if I can get there, and ask one of the people that works at the bank. 
They’re usually able to help me figure it out.  

APS professional: What are the risks of giving Jordan access to your debit 
card/bank account?  

Noah: He’s charging up those video games without asking me.  I didn’t say 
anything yet, because I don’t want him to get mad.  Even though he doesn’t do 
that much for me, I rely on him for certain things.  I’m on a tight budget, if he 
charges too much it might overdraw my account.  And I don’t want that.   

APS Professional: Can you tell me about what medications you are supposed to 
take and what conditions they treat?  

Noah: I take a water pill, for my edema (points to swollen ankles), a medication 
for my high-blood pressure, and a heart medication. 

 

At the end of the interview, you discuss the following with Noah: 
o You tell him about alternative options for caregiver services, including a local 

program that he might be eligible for that provides on-site primary care, case 
management, medications, meals, and other services, including caregiver services 
in the home.  
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o You encourage him to contact his IHSS SW to get a list of providers should he 
decide to choose another caregiver instead of Jordan.  

o You offer to connect him to home-delivered meals 

Complete the following documentation areas: 

 
1. Name, gender, pronouns, marital status, sexual orientation, race/ethnicity, age: 

 
2. Date/time/length of visit:  

 
3. Protective issues: 

 
4. Indicators of abuse: 

a. Physical: 
 
b. Behavioral: 
 
c. Environmental: 
 
d. Financial: 

 
5. Screening for decision-making ability: 

 
6. Risk assessment: 

 
7. Interventions, resources, referrals (offered), immediate concerns: 

 
8. What allegations would you add to the referral allegations?: 

 
9. What statements made during the interview would be connected to evidence for 

findings?: 
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HANDOUT: RAT FECES 
Read the following narrative information carefully: 

The APS professional walked into the kitchen and observed rats scurrying 
under the cabinets when the light was turned on. Feces were all over the 
floor. The client’s daughter said her mother liked rats but she didn’t like 
people. Mrs. Jones said she was surprised that the rats stayed around 
with so little food in the house, then she walked out of the room. 
 
Now read the following statements about the narrative. Circle “T” if the statement is 
true, “F” if the statement is false, and “U” if you are unsure. 

1. Rat feces covered the kitchen floor. T F U 

2. The client’s daughter didn’t provide her mother with enough 
food. 

T F U 

3. It was reported that the client liked people. T F U 

4. The APS professional turned on the kitchen light. T F U 

5. Mrs. Jones likes rats. T F U 

6. Someone turned on a light. T F U 

7. Mrs. Jones doesn’t like people. T F U 

8. There was not very much food in the kitchen. T F U 

9. The client is ambulatory. T F U 

10. Mrs. Jones went to another room after she talked to the APS 
professional.  

T F U 

11. Rats went under the cabinets when the light was turned on. T F U 

12. The APS professional interviewed the client and her daughter.  T F U 

13. The client’s house was not very clean. T F U 

14. The APS professional walked into the kitchen. T F U 

15. Mrs. Jones was hungry. T F U 
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APS Case Documentation: Skill Building ILT  PARTICPANT MANUAL 

 

Page 20 

   Version #4 OCT 2025            

  

Re-write one of the above subjective sentences to be objective. 
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HANDOUT: CASE RECORDS CASE SCENARIOS 
Scenario 1: 
On 3/9, you receive a referral for a 79-year-old widowed female who lives alone. 
She recently hired a caregiver, who is the alleged perpetrator (AP), through a 
recommendation by someone in her senior community. The caregiver is supposed 
to help the client with chores, shopping, meal prep, and transportation to medical 
appointments. The referral states that since the client hired the caregiver, there 
have been multiple unusual and suspicious transactions via debit card on her 
bank account, such as for bail bonds, a car payment (the client has a paid-for 
vehicle), and credit card payments.  

On 3/10, you call the Reporting Party (RP), a local banker that is familiar with the 
client’s spending habits and noticed the unusual transactions which were flagged 
by their data system. The bank’s automated fraud detection system attempted to 
contact client regarding the transactions, but she did not respond. Now the debit 
card has been shut down until further notice. The banker emails you a copy of the 
suspicious transactions via encrypted email.  

On 3/10, you visit the client unannounced. The AP is not present. The client said 
that she gave the AP her debit card and PIN to do shopping for her, and when 
asked about the suspicious transactions, the client confirmed they were not made 
by her. She has not contacted bail bonds, she does not have a car payment, and 
she does not possess a credit card account that is specified in the transactions. 
The client believes that the AP is probably the one who conducted the fraudulent 
transactions as she was insistent on using the debit card instead of cash to do the 
shopping for the client.   

Check off the required documentation items for this scenario on the list 
below: 
1. ____ Report of Suspected Dependent Adult/Elder Abuse (SOC 341) 

2. ____Cross-report to Law Enforcement (SOC 343) 

3. ____Written assessments 

4. ____Service plan 

5. ____A chronological narrative of contacts made with, or on behalf of, the 
client 

6. ____Documentation of any refusal of services 

7. ____Copies of all case related documents received or sent by APS 

8. ____Case closure summary 

9. ____Documentation of specific supervisory approvals 
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Scenario 2 
On 4/4, you receive a referral for a 68-year-old male client who is living in a 
subsidized housing apartment. The allegation is for self-neglect. The Reporting 
Party (RP) is a neighbor who would like to remain anonymous and did not leave a 
call back #.  The RP explains that the client has become increasingly isolated, has 
not left the apartment in weeks, possibly months. The RP does not know how the 
client is obtaining food, and when the client’s apartment door was open, the RP 
observed a very cluttered environment. The RP did momentarily see the client, 
and he appeared to have lost a significant amount of weight in a short time. The 
RP does not know if the client has any support system or family. When the RP has 
spoken with the client on a few occasions, the client seemed “lost.”  
On 4/6 you arrive at the apartment for an unannounced visit. You knock on the 
door, and the client yells from within “who is it”? You explain you are a social 
worker who is there to check on him and see if he needs anything, and he yells 
back “I didn’t request a social worker, I don’t need one, I don’t need 
anything…..now go away.” You attempt again to engage the client in an 
interaction, but he refuses to open the door. You call out that you will leave your 
business card in the door and if he changes his mind he can call you or the 800#.  
You place your card in between the door and door jam and leave the premises. 

When you return to the office, you document the refusal of services and initiate 
the process for your supervisor to change the status of the case to refusal of 
services in your case management system.  

Check off the required documentation items for this scenario on the list 
below: 
1. ____ Report of Suspected Dependent Adult/Elder Abuse (SOC 341) 

2. ____Cross-report to Law Enforcement (SOC 343) 

3. ____Written assessments 

4. ____Service plan 

5. ____A chronological narrative of contacts made with, or on behalf of, the 
client 

6. ____Documentation of any refusal of services 

7. ____Copies of all case related documents received or sent by APS 

8. ____Case closure summary 

9. ____Documentation of specific supervisory approvals 
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Scenario 3 (Content warning: sexual assault) 
On 5/6, you receive a referral for a 38-year-old male who lives with a 
developmental disability. The allegation is sexual abuse. The client lives alone in 
an apartment and has independent living support services (ILS) which helps him 
live independently. The Reporting Party (RP) is his ILS specialist who works with 
the client one-on-one to build skills in the areas of shopping, meal-prep, cleaning, 
money management, and using public transportation. When visiting client’s 
apartment, the RP has noticed an adult male/alleged perpetrator (AP) “hanging 
out” in client’s apartment and lingering around when the RP is trying to work with 
the client on skills. The client seems uncomfortable around the AP. During a time 
when the AP is not present, the RP asks the client about his relationship with the 
AP. The client reluctantly admits that the AP has forced him to engage in sexual 
activity, and the client is uncertain whether or not it was consensual.  

You conduct a full investigation, including offering to initiate a sexual assault 
forensic examination with the local Sexual Assault Nurse Examiner and they 
accept. You conclude that allegations of sexual abuse are confirmed.  

Check off the required documentation items for this scenario on the list 
below: 
1. ____ Report of Suspected Dependent Adult/Elder Abuse (SOC 341) 

2. ____Cross-report to Law Enforcement (SOC 343) 

3. ____Written assessments 

4. ____Service plan 

5. ____A chronological narrative of contacts made with, or on behalf of, the 
client 

6. ____Documentation of any refusal of services 

7. ____Copies of all case related documents received or sent by APS 

8. ____Case closure summary 

9. ____Documentation of specific supervisory approvals 
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1. P- Priceless piece of information. What has been the most important piece 

of information to you today? 

 

2. I- Item to implement. What is something you intend to implement from our 
time today? 

 

3. E- Encouragement I received. What is something that I am already doing 
that I was encouraged to keep on doing?   
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https://www.merriam-webster.com/
https://www.napsa-now.org/
https://elderjustice.usc.edu/national-center-on-elder-abuse/
https://elderjustice.usc.edu/national-center-on-elder-abuse/
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APPENDIX: NARRATIVE SAMPLE  
*Note: some people may write in first person “this writer” or “I,” or third person 
“the APS professional.”  Either is acceptable and different organizations may have 

different preferences for this. 

*Behavioral indicators are in italics. 

The APS professional (Alejandra Ruiz) asked the client (Goldie Rosenberg) about 
the incident of physical abuse perpetrated by Lisa, Goldie’s daughter. The client 
explained that Lisa has lost her temper with her a few times and that recently, 
when Lisa was here cleaning out her old bedroom, “she just lost it” and “she kind 
of grabbed my arm and left little bruises.” 

The client described a bit more about the dynamics between herself and Lisa. She 
said that she divorced Lisa’s father a few years ago after she met a woman, 
Jackie, in an art class and fell in love with her. The client smiled and looked happy 
when describing meeting Jackie. The client explained that Lisa has been angry 
with her since she was a teenager, but even more angry since client ended her 
marriage and began a relationship with Jackie. The client explained that Jackie 
sold her house and is moving in with her so they can start a life together.  

When asked to describe more about what was happening before the incident, the 
client reported the following: she asked Lisa to clear the stuff out of her old 
bedroom, so that Jackie could move her stuff in, and Lisa became angry. The 
client explained that Lisa was mad, huffing around, slamming stuff, practically 
throwing boxes around. The two argued briefly, “and then she walked past me, 
she grabbed my arm really hard, dug her fingers into me, it really hurt!”  The 
client was upset and tearful and her tone seemed very sad when describing the 
abuse as evidenced by looking down and tightening her lips when tearful. 
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Appendix: Transfer of Learning 
Below is a Transfer of Learning packet. It can be accessed on APSWI’s website 

under the Transfer of Learning tab. 

 

 

https://theacademy.sdsu.edu/programs/apswi/transfer-of-learning/
https://theacademy.sdsu.edu/programs/apswi/transfer-of-learning/
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