
Guide to Daily Documentation  

 

What is documentation? 

• The ISP tells what supports an individual needs. 

• The ISP tells how the supports are to be provided and what service will be provided.  

• The services are to provide the supports the individual needs to meet specific goals. 

• Documentation provides proof of what service was provided, who provided it, when and 

where it was provided and what was accomplished. 

Why document? 

• Helps track progress or lack of progress. 

• Helps track behavioral or medical changes 

• It provides a way for HH and relief families to communicate to maintain consistency.  

What to document on Daily Progress Note? 

• Name of individual (First name, Last name, and middle initial or date of birth) 

• Location the service was provided 

• Date the service was provided 

• Start time and end time for the service 

• Staff signature and title 

• What did the staff provide (care & treatment that staff completed) 

• Outcomes of the services (successes, barriers or problems) 

Helpful words to use when documenting: 

• Prompted 

• Hand-over-Hand 

assistance 

• Physical Assistance 

• Partial Assistance 

• Redirected 

• Assisted 

• Reinforce 

• Observed 

• Supported 

• Linked 

• Advocated 

• Recommended 

• Communicated 

• Examined 

• Monitor 

• Direction 

• Encouraged 

• Provided 

• Administered 

• Advised 

• Suggested 

• Completed 

• Practiced 

• Reminded 

• Prepped 

 

 

 

 

 

 

 

 

 



Sample Daily Progress Notes: 

 

1) Client:  John Q. Smith Host Home/Relief Staff name:  Susan Thomas 

Service:  Host Home      Date:  02/01/2019 Time:  24 hr (12:00am-11:59pm) 

Narrative:  John woke up on his own at 7:00am.  I verbally prompted John to complete daily 

personal hygiene tasks for the day. John completed all hygiene tasks after being prompted. I 

suggested several breakfast items for John to eat. John selected Frosted Flakes, milk and toast. I 

administered morning medications and assisted John on getting on the school bus.  John arrived 

home from school at approximately 3:30pm. John and I discussed his school day and reviewed 

the communication log between school and home. I provided verbal prompts to John on options 

for an afternoon snack. John selected pretzels and cheese and I provided assistance in prepping 

snack. After snack, I assisted John with completing schoolwork and planning for the next day. 

Tonight is John’s night to select the family meal and to assist in fixing. John selected to cook 

spaghetti. I assisted by reading the recipe and naming the ingredients required for the meal. 

John gathered the ingredients for the meal. I provided hand-over-hand direction on using the 

stove, boiling the pasta, prepping the sauce and making the meatballs.  John also assisted by 

setting the table, stirring the sauce and clean-up required from cooking. John ate spaghetti with 

the family and then watched several games shows with the other members of the family. At 8:00 

pm I administered John’s night medications and prompted him to complete nightly bedroom 

routine. John completed nightly routine consisting of showering, brushing teeth, combing hair 

and putting on pajamas. John went to bed at 8:30pm. John was sleeping at 9:30pm and 10:30pm 

when I checked on him.                               Host Home staff:  Susan Thomas  2/1/19 

 

 

2) Client:  Pam R. Clover Host Home/Relief Staff name:  Mary Mays 

Service: Host Home  Date:  01/10/2019 Time:  24 hr (12:00am-11:59pm) 

Narrative:  I went into Pam’s room at 7:45am to suggest Pam wake up to eat breakfast and take 

her morning medications. I verbally prompted Pam to get up 2 additional times before Pam got 

up for breakfast and medications. Pam independently selected a bagel, cream cheese and a 

banana for breakfast. I administered morning medications and then Pam went back to bed. Pam 

woke up for the day around 10:00am. I provided 2 verbal prompts for Pam to complete personal 

hygiene tasks including showering, applying deodorant, brushing her hair and getting dressed. 

Pam completed all tasks independently besides I provided physical assistance with combing hair. 

Pam and I left the house around 11:30am to go to Pam’s doctor’s appointment and run errands. 

Pam and I agreed upon going through the Subway drive through for lunch. I transported and 

assisted Pam with her appointment to see Dr. Lee, primary care doctor. Dr. Lee completed Pam’s 

annual physical. Pam and I picked up monthly prescriptions at Family Pharmacy and cashed 

Pam’s monthly personal spend check at Missouri Bank before heading home. Pam laid down for 

a nap after being out most of the afternoon. Pam slept from 3:30-5:00pm. Pam interacted and 

watched TV with her housemate while I was prepping dinner. Pam ate chicken alfredo and garlic 

toast for dinner. After dinner, I suggested and Pam agreed to complete her 30 min of exercise by 

walking around the neighborhood together. Pam finished her evening by watching a Disney 

movie with her housemate. I administered nightly medications at 9:00pm. Pam completed 

nightly routine of brushing teeth and changing clothes before going to bed at 10:00pm. 

Throughout the night, I was available for protection and monitoring if the need should have 

come up.     Host Home staff:  Mary Mays  1/10/19 


