Client Progress Notes

FORMAT:

There are plenty of formats available for client contact notes.  Most are exactly the same, but just have different titles.

CAP method

C-Content:  What actually happened at the contact.  JUST THE FACTS!

A-Assessment:  What you think about what happened.  What is your clinical opinion, 

judgment, or personal take on the contact. 

P-Plan:  What is the next thing that you plan to do with this client.

An example in an assessment case file may look like:

12/ 8/2005:  C-Phoned to set up the intake with Bud.  He prefers Thursdays and Fridays as he works every other day.  I let him know that the intake would take about 1-2 hours.  We scheduled the intake for 12/15/2005 at 2:30 PM.  A-He asked a lot of questions about the process and seemed concerned about the amount of time this will take.  P-Meet to do the intake.  As he seems nervous about the process, I will make sure to keep him informed as we go along.

An example from a therapy file may look like:

10/16/01:  C-Met with Jimbo and talked about Stop and Think. Went over the plan and discussed examples from his life.  Assigned him to come up with more examples over the next few weeks.  A-He seemed to understand the program and was willing to do it.  P-Will meet again in 2 weeks at the high school and go over stop and think again.

10/29/01:  C-Went to Jimbo’s class to find him.  He was not there.  The teacher said that he had only been to class 1 time since returning from the alternative school.  A-He is not available. P-Will meet again if he’s back next week.

CONTENT

Any contact or any attempted contact with a client should be noted in the chart.  This includes any scheduling phone calls, missed appointments, actual face-to-face meetings, accidental meetings on the street (if you discuss the case at all), assessments performed, contacts for further information, missed phone calls, releases for information sent to anyone else, contacts with anyone who is not the client about the client, and anything placed on a fax machine or in a mailbox.  All of these contacts need to be documented.  All of these contacts need to be documented using a selected formatting technique (e.g., CAP).

