📝 Documentation Best Practices – Short Quiz
Name: ___________________________
Date: ____________
Department: ______________________

1. Which of the following is the BEST example of objective documentation?
A. “The client was rude and aggressive.”
B. “The client was clearly intoxicated.”
C. “The client raised their voice, clenched fists, and struck the table with an open hand.”
D. “The client was acting out.”

2. Why is concurrent documentation important?
A. It saves time later
B. It improves memory recall and accuracy
C. It reduces the risk of missing critical details
D. All of the above

3. Which statement should NOT be included in professional documentation?
A. “Client stated, ‘I don’t want this medication.’”
B. “Vital signs were taken at 1410.”
C. “The nurse was careless when giving medication.”
D. “Client was assisted to a wheelchair.”

4. Which elements should always be included in documentation?
A. Who, what, when, where
B. Actions taken and outcomes
C. Notifications and observations
D. All of the above


5. Which is the BEST example of using direct quotes?
A. “Client was upset about the rules.”
B. “Client refused group.”
C. “Client stated, ‘I’m not going in there.’”
D. “Client was noncompliant.”

6. What should you do if you make a documentation error?
A. Delete it and rewrite it
B. Leave it and don’t mention it
C. Correct it according to policy with date, time, and explanation
D. Ask someone else to fix it

7. Which of the following is an example of poor documentation?
A. “Patient reported pain 7/10 in left knee.”
B. “Medication administered at 0900.”
C. “Client was lazy and refused to participate.”
D. “Provider notified at 1435.”

8. True or False: Documentation should be written as if it may be read in court.

9. Which of the following best supports legal and professional standards?
A. Writing how you felt about the situation
B. Writing only what you observed, did, and were told
C. Leaving out details to save time
D. Waiting until the end of the week to document

10. What is the primary purpose of an incident report?
A. To assign blame
B. To punish staff
C. To provide a factual, accurate account of what occurred
D. To replace the client’s chart

