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Strategies

to Support Families & Communities





Progress Notations

Policy

All progress notations are to be entered into the chart in accordance with accepted standards in order to ensure that client progress is recorded in a uniform manner.

Procedure

1. Each service provider will be responsible for entering all contacts with clients, all collateral and agency contacts, all significant phone contacts, missed appointments, any consultations and any other pertinent information into the progress notes. Progress notations must be entered into the chart within two working days of the date on which the service is delivered. All notations, including signatures, must be legible.

2. All notations must be dated and signed utilizing the service provider’s first initial, complete last name, agency title, and, when applicable, license type. Entries made by students or volunteers must be countersigned by their supervisors.

3. Progress notes are to be entered in date order with oldest note being in the back of the chart and most current on top.

4. The date, service code, and units of time are to be listed in the left-hand column.

5. All therapeutic and education entries into the client record are to be made in the SOAP format.
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