
DAILY TASK 

 CHECK EMAIL AND RESPOND.

TAKE TIME TO PLAN SESSIONS FOR YOUR CLIENTS. PREPARE ALL MATERIALS THAT WILL BE
NEEDED. READ CURRIULUM THAT WILL BE USED, PREPARE ACTIVITIES AND BE PREPARED TO TEACH
THE TOPIC, BE CONFIDENT, COMPETENT AND PREPARED FOR THE SESSION.

• COMPLETE SESSION NOTE CONCURRENTLY. BY MIDNIGHT SUBMIT PROGRESS NOTE TO 
THERANEST CASEPRO.

• ***SUBMITED NOTES MUST MEET DCS REQUIREMENTS, IF EDITS FOR YOUR SESSION NOTE ARE 
REQUESTED EDITS SHOUD BE RESUBMITTED TO WITHIN 24 HOURS.*****

• VERIFY SESSION:

o DCS
 FACE TO FACE SESSION COMPLETE SESSIN SIGN IN SHEET WITH AN ADULT.
 REMOTE SESSION UPLOAD VERIFICATION FROM TEAMS

• CLICK TEAMS "CALENDAR"
• DOUBLE CLICK THE MEETING
• CLICK "ATTENDANCE"
• TAKE A SCREENSHOT OF THE RECORD & LOAD IT TO CASE PRO
• THE RECORD SHOULD INCLUDE THE FOLLOWING: DATE, START TIME, END 

TIME, CLIENT FIRST INTIAL & LAST NAME, PROVIDER NAME AS ORGANIZER
o CHILDRENS MENTAL HEALTH

 COMPLETE SESSION SIGN IN SHEET AND ELECTRONIC VISIT VERIFICATION

WEEKLY TASK 
� Sign up for Supervision. Supervision should occur the  

19 
 CHECK REMAINING UNITS AND CHECK REFERRAL DOCUMENTATION TO

BE SURE SERVICES ARE AUTHORIZED.
� CONTACT THE CLIENT TO CONFIRM APPOINTMENTS THIS WEEK. (ALSO CALL TO 

CONFIRM THE DAY OF)

� SEND A PROGREESS UPDATE TO THE REFERRING AGENT USING THE

TEMPLATE BELOW, UPLOAD IT TO THE CLIENT FILE
Template

� (Insert Referring Agent Name),,

Hello, Thank you for referring [Client Name]. I am reaching out to provide you with an update on 

services. This week we worked on [List goals you worked on] . [He/She] [describe level of 
engagement]. If you have any questions or concerns I can be reached via e-mail or by phone 

call or text at [your phone number].
Thank you for allowing me to be a part of this team.

Sincerely,



MONTLY REPORT
DEADLINES

HAB & TRAINING &
SUPPORT

HBCW, RFSS, PE, PFFA

Submit By The 1st

(By The Contractor)
Submit by the 1st (By
The Contractor)

Submit by the th (By The
Contractor)

Returned By The 2nd Returned by the 4th Returned by the h
Submit Edits By The 4th

(By The Contractor)
Submit Edits By The
6th (By The Contractor)

Submit Edits By The
th (By The

Contractor)

SUBMIT YOUR INVOICE THE 1ST BY MIDNIGHT
(IF YOUR TIME & NOTES/REPORTS ARE NOT SUBMITTED BY THE DEADLINE THERE WILL BE
A DELAY IN PAY.)

SUBMIT YOUR MONTHLY REPORT BY THE FIRST DAY OF THE
FOLLOWING MONTH

SUBMIT ALL ORIGINAL DOCUMENTS SIGNED BY THE
CLIENT

AFTER MONTHLY REPORTS ARE APPROVED. BE SURE TO UPDATE ANY/ ALL
CHANGES TO THE PROGRESS NOTE IN THERANEST. (The Progress Note Must Match
The Monthly Report.)

YOU HAVE 10 BUSINESS DAYS TO COMPLETE CLIENT FILE AUDIT AND
UPLOAD REQUESTED DOCUMENTS AFTER YOUR AUDIT CHART IS RECEIVED.




