POSSIBLE CONVENTIONS FOR USE OF
URN-CREATING FIELDS IN CAREWARE

OBJECT:  To create one unduplicated URN per client

REASON:  All unduplication in CAREWare is based on the URN

	Issue
	Convention to use
	Rationale
	Examples

	USE OF DIFFERENT FORMS OF NAME
	For first and last names, use, in this order, 1) name as it appears on driver license, 2) name as it appears on primary insurance card, 3) name as it appears on any other legal identification, including passport or ID from country of origin.

If a patient has 2 last names, record both names without a space between them.

If a patient's name begins with "Saint", use "St" with no space after it.

If a patient has no ID and the Central Administrator (CA) sees the client is duplicated because of inconsistent use of name forms, the CA will make the final decision on how to record the name
	Different spellings and name forms can produce different URNs.
	Theresa Long = TELN

Teri Long = TRLN

Thomas Swift = TOSI

Tom Swift = TMSI

Edna Jones-Smith becomes Edna Jones Smith

George Saint George becomes George StGeorge



	USE OF MIDDLE NAME FIELD  
	Store middle names or initials in the Middle Name field (unless it actually appears as the first name on the client ID).
	Assure that all providers enter and look up names using consistent criteria

	Anna Maria in the First Name field will become Anna in the First Name field and Maria in the Middle Name field.

	USE OF LAST NAME "SUFFIX"
	Do not put Jr., Sr., III, etc., in the first or last name fields.  If you want to store the information in the database, create a custom "suffix" field and store the information there.
	Assure that all providers enter and look up names using consistent criteria

	Gus Stedman III will become Stedman in the last name field and III in the custom suffix field.

	SPACES AND SPECIAL CHARACTERS IN NAMES
	Do not use spaces or special characters (periods, commas, apostrophes, hyphens, etc.) in names.  Doing so will create a different URN and the client will therefore be duplicated in the database.

(*Exception:  if client legally uses two last names, put a space between them.  Do not use a hyphen.)
	A name spelled with spaces and special characters (e.g. periods, apostrophes) can produce a different URN than the same name spelled without them.
	Ernest StGeorge = ENSG
Ernest St. George = ENS9



	USE OF NAME FORMS THAT CLIENTS WANT
	For nicknames, mailing names, and alternate names, and last name "suffix" (e.g., Junior) , create separate custom fields 


	For agencies that use the database for mailings and other client-related activities that include generating names from the database, this is a way to address the client in the way he or she wants without compromising the integrity of the unduplicated URN.


	Client's legal name is Diego Montero, Jr, but wants to be referred to as Llego Montero-Arroyo

Existing fields

first name: Diego

last name: Montero

Custom fields

nickname: Llego

suffix: Jr.

mailing name: 

   Llego Montero-Arroyo   

	CLIENT CHANGES NAME
	Do not change the name in the first or last name fields unless the client makes the change in on his or her ID.  Use custom fields mentioned above to record alternate names, if needed.

If a client tells you he or she has changed his or her name, verify the name as it appears on the ID before making any changes to CAREWare.

Use, in this order, 1) name as it appears on drivers license, 2) name as it appears on primary insurance card, 3) name as it appears on any other legal identification, including passport or ID from country of origin.
	All agencies will use consistent criteria to record name changes without compromising the integrity of the unduplicated URN
	Adam Smith could become Adam Jones-Smith

Henry Tompkins could become Felicia Tompkins

	ESTIMATED/APPROXIMATE DATE OF BIRTH
	It is best never to use approximated birth dates.

When an approximate date of birth is used, check the "Est?" box next to the DOB field.  
	When the "Est?" box is checked, the approximated date of birth will never override other data, and the central administrator will be alerted to the possibility that the same client may exist under a correct date of birth.
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