ETHICS & PROFESSIONAL WRITING

» Saying what you mean
* Meaning what you say
 Linking names with appropriate pronouns
Welfare * Protecting clients
— Confidentiality
— Issues of “harmful consequences”
te, LMSW - Presz_erving healthy_relationships
* Protecting agency interests

— Take credit for the work you do

— Know your audience

— Know your agency’s rules

Patricia Gilbaugh,
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G .I\\ERAL WRITING TECHNIQUES

Effectively writing to communicate.
Words and phrases to avoid.
Structure of (eports and documents.

* Importance of grammar and
sentence structure.

*
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w \DS & PHRASES TO AVOID

» Always & Never

* Being too “wordy”
— i.e., based on the fact that = because

+ Being “redundant”
— i.e., could be perhaps because = could be because
- i.e., distinctly differehE = distinctly = different

¢ Use of Slang and Informal Language

Do Not Use:

— Sexist language

— Incorrect plurals
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STRUCTURE OF REPORTS &
DOCUMENTS

« Purpose section
— ldentifies the purpose of the document
— ldentifies the author and contributors
— Identifies who the document is about

* An updated summary section

— Clarifies the circumstances that brought this
family/child to the attention of the Department

— Highlights significant events
— Provides a chronology of decision points
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STRUCTURE OF REPORTS &
DOCUMENTS

» Description of current status
— Provides descriptive information about events and
decisions in chronological order since the last document.
— Emphasizes the context for recommendations, which are
made in a later section.
— Records information with the elements of good
documentation:
« Specific
* Objective
« Clarity
« Omissions
« Completeness
* Accuracy
« Professional
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STRUCTURE OF REPORTS &
DOCUMENTS

¢ Recommendations:

— Requires judgment about which behaviors are
acceptable, and which behaviors cannot be tolerated.

— Should captured patterns or themes of concerns
— Should be clear and concise.
— Should be specific

— Should be “doable” within the means or resources of the
client

— Can be supported by including quotes, or placing
contextual reminders within the recommendation.

¢ The same principles apply to assessments of
employees.
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STRUCTURE OF REPORTS &
DOCUMENTS

» Discussion Section

— Include when required or when a
summary is needed.

— The only appropriate place to
“hypothesize” what may happen to the
client/family.

— Generally includes any analytical
discussions.
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Grammar & Sentence Structure

« Half-empty comparisons
* Run-on sentences
¢ Using commas

« Important differences between people and
things.

Ve
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Half-Empty Comparisons

* Use parallel construction in your
sentences.

* If you use the comparative form of an
adjective (i.e., the —er form, like older,
faster, better), clearly identify which two
items are being compared.
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Run-On Sentences

» Clauses
» Conjunctions
« Commas & other punctuation
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| wanted to include Tami's sister, mother, brother,

and uncle in the family team meeting, because
they seemed to be supportive to Tami in the
past.

V.

| wanted to include Tami’s sister, mother, brother
and uncle in the family team meeting because
they seemed to be supportive in the past.
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