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PROGRESS NOTES


I.
POLICY

It is the policy of Wraparound Milwaukee that all client-related activities provided by Care Coordinators be documented in Synthesis (Wraparound Milwaukee’s IT system).  

II.
PROCEDURE
A. All Progress Notes (see Attachment 1 – Sample Progress Note Entry and Attachment 2 – Crisis Case Management Definitions and Documentation Guidelines) must be completed and finalized in Synthesis as soon as possible after the contact occurred.  In all instances Progress Notes must be finalized within seven (7) working days of the contact.

B. Every client file must have a Progress Note section that includes a printout of all completed, finalized and signed Notes.  Progress Notes must be filed in each client’s chart by the 10th day of the following month (i.e., June Notes must be filed by July 10th ).  Charts must NOT contain any Progress Notes in draft form.

C. Progress Notes must be signed with the full name (or a minimum first initial and last name) of the writer and his/her credential (i.e., M.A., B.A., etc.) when the electronic signature feature is not used.  If the electronic signature feature was not used and if the author of a Progress Note is not available to sign the Note (i.e., a Care Coordinator unexpectedly leaves an Agency), and that person cannot be located to acquire the signature, then it is permissible for the Care Coordination Supervisor or Lead to sign off on the Progress Note as follows:  Kathy Miller, MSW for John Jackson, BS.  A Progress Note should be entered into the Client’s Chart by the Supervisor or Lead, indicating why the Progress Note was signed by someone other than the author.

D. At minimum, a weekly Progress Note documenting your face-to-face contacts (or attempts to make a face-to-face contact) with the family and the youth is required.  If a family/caregiver indicates that they do not desire weekly face-to-face contact, this must be referenced in a Progress Note every month.  The Care Coordinator is also encouraged to indicate this in the Plan of Care Family Narrative updates.

E. Not more than a total of 12 hours can be reported within the context of a Care Coordinator’s cumulative Progress Notes in one day.  If an attempt is made to enter more than 12 hours of time, an error message will show up on the Synthesis screen directing the Care Coordinator to contact the Synthesis Help Desk.  The Help Desk will be able to enter the hours for the Care Coordinator or make corrections to the hours reported on other notes entered that day.

F. When a Care Coordinator is on vacation, sick leave or a planned absence, a Note referencing this should be entered.  The Note should indicate the dates the Care Coordinator will be gone and the name(s) of the person(s) who will be covering for him/her.  This Progress Note should be entered prior to the Care Coordinator going on leave, vacation, etc. (See Client Contact Policy #032, B.4.a.,b., & c. for additional information.)

G. There must be at least one Child and Family Team meeting held per month and this must be documented in a Progress Note.  The Child and Family Team Progress Note cannot be combined with any other type of Progress Note.  A Coordinated Service Team (CST) meeting can be considered to be a Child and Family Team meeting and should be coded as such on the Progress Note.

H. Progress Notes must provide a description of what occurred during the course of the contact (who was present and/or spoken to and their relationship to the client, the content of the interaction/discussion, where the contact 
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occurred, the type of contact (i.e., phone, face-to-face, written) an impression (if any) that the writer may have regarding the contact, and the outcome of the contact.

I. Progress Notes must be reflective of the Plan of Care Need Statements, Family Vision and movement toward disenrollment.

J. Only those Abbreviations, Symbols and/or Acronyms referenced in the “Wraparound Milwaukee Symbols, Abbreviations & Acronyms” document are permissible to use in the context of a Progress Note.

K. Per HIPPA guidelines, any time protected health information about a client/family is released (i.e., Plans of Care, Court information, Referrals, etc.), it must be documented.  The Care Coordinator has the option to document this on the DISCLOSURE TRACKING LOG (see Attachment 3) and/or in the context of a Progress Note.  If the Progress Note format is used, then the Note must contain specific required information (see Attachment 4).  If the Disclosure Tracking Log format is used, then all Logs must be filed in the client’s chart in the “Intake/Consents” section at the time of disenrollment.

Reviewed & Approved by:                                                                                                           








             Bruce Kamradt, Director
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PROGRESS NOTE TEXT
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1. Date of Contact – Date that the contact occurred.

2.
Type of Note – Reflects the type of Note to be entered.  Include documentation time and travel time (if any) for the Note type within the same Progress Note.  For example, if you spent 1.5 hours in a Plan of Care Meeting, 0.5 hours traveling to the meeting, and another 1.5 hours writing the Plan of Care, the entire 3.5 hours should be documented under “Team Meeting/POC”.  You DO NOT need to enter a separate Note using the “Documentation Only” Note type.  Use “Documentation Only” when the service you are engaging in ONLY consisted of Documentation with no other type of contact (i.e., writing a letter to the Court, completing a Change of Placement form {COP}, etc.)

Type of Note Definitions:

Client Contact – Any type of contact with the identified client alone or with collaterals.  Include travel time and documentation time for the contact.

Family Contact – ANY type of contact with the identified family members or primary caregiver (i.e., foster parent) alone or with collaterals (i.e., phone contacts, weekly visits, etc.).  Include travel time and documentation time for the contact.

Note:
If the client and family are seen together then both Note types should be identified.

Collateral Contact – ANY type of contact with COLLATERALS ONLY.  If the client and/or a family member was a part of the contact, use the “Client and/or Family Contact” code.  Include travel time and documentation time for the contact.
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Team / POC Meeting – Used to document the monthly Child and Family Team meetings and/or Plan of Care meetings.  Include travel time and documentation time for the meeting.

Consultation / Supervision –Consultation with Supervisor, consulting Psychologist, Wraparound Management, etc., that is client-specific.  Include travel (if any) and documentation time for the contact.

Documentation Only – Use this code if the ONLY service provided was documentation (i.e., writing of a Court Letter when no other contact with the family and/or collaterals was involved, writing a Plan of Care on a day OTHER THAN the actual Plan of Care date, etc.)

Release of Information – see Attachment 4 – Sample Progress Note for Release of Information.  Use this code when written material is released from a client record and for disclosure of protected health information.

Other – Use this code if the only service you are documenting is travel time, a no-show or another interaction that has not been previously identified in any other code.

3.
Service Type – Of your Total Hours reported, break down the number of Crisis and Non-Crisis hours provided.  See CRISIS CASE MANAGEMENT DEFINITIONS AND DOCUMENTATION GUIDELINES (see Attachment 2) for an explanation of what type of contacts/activities can be attributed to crisis time.  Your hours reported in these two boxes MUST equal the total hours reported below.

4.
Total Hours – The total amount of time documented in the Note.  Total hours are automatically calculated.

5.
Face-to-Face Time – The part of the Total Hours that was face-to-face with the youth, family member or primary caregiver.  This time must be less than or equal to the Total Hours reported.

6.
Note Text – The body of your Note.
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Sample Progress Note for Release of Information


1. Select “Release of Info” as the type of Note.  More than one Note type can be selected, so if the Progress Note covers multiple service types, select all of the relevant Note types.

2. Document your time as usual.

3. Within the body of the Progress Note, include:

a. The Reason for the Release (i.e., As part of ongoing treatment planning...).

b. Who the information was released to (i.e., name, agency, address and/or phone number)

c. What was released (i.e., Plan of Care, Court Letter, etc.)
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