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Department of Mental Health

Community Based Flexible Supports

Frequently Asked Questions
CBFS Service Note

Requirements for Dates of Staff Signatures
Question 1: Service notes are required to be completed each time a service is provided.  Is there an acceptable period of time within which we can document a note?
Answer 1: Yes, a note must be entered and signed by the practitioner within 72 hours.

Question 2:  Service Notes are not always printed, signed and dated on the day the service is provided.  This often occurs when staff are mobile and use lap top computers and other portable devices to document their work.  How should Service Notes be dated when they are not printed and signed on the actual date of service? 

Answer 2:  The date of the Service Note must document the date the service was delivered.  However, the staff signature must be dated on the date the Service Note is signed.  The printed and signed CBFS Service Note must be stored in the record within seven calendar days of service delivery.
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