A free template from Corella · corellacare.com.au/templates/ndis-progress-notes/
Progress note
Organisation: _____________________________________________
01  The shift
	Participant name
	
	NDIS number

	
	
	


	Date of support
	
	Start and finish time

	
	
	


	Hours or quantity, and ratio if shared
	
	Support type and item

	
	
	


	Worker name and role
	
	Location

	
	
	


	Note written at (date and time)
If it's well after the shift ended, say why.
	
	

	
	
	


02  Goals and what happened
Goal this support worked towards
In the person's own words, from their plan.
	


What we did
The support you gave, and the activities the person took part in.
	


What the person said
Their choices, preferences and feedback, in their words — kept apart from what you noticed.
	


What I noticed
Facts and times, in respectful, neutral words. Describe, don't label.
	


Progress, and anything that got in the way
	


03  Changes, concerns and incidents
Anything different from usual
Health, mood, behaviour or routine: describe what changed, and who you told and when.
	


Incident or concern
☐ None      ☐ Incident record made      ☐ Concern raised
	Incident record number, or who you told and when
	
	Medication support
Record it on the medication chart. Here, note only that support was given and where it's recorded.

	
	
	


04  Sleepover and billing notes
Only if they apply — leave blank otherwise.
Sleepover: times woken
	Woke at
	Why
	Minutes of support
	Back to sleep at

	
	
	
	

	
	
	
	

	
	
	
	


Travel or non-face-to-face time
Only where the service agreement says it can be charged: what it was, and how long.
	


05  Handover and sign-off
Confidential. Store it securely and keep it for at least 7 years.
Handover and next steps
Who needs to know what before the next shift.
	


	Worker signature and date
	
	Participant or nominee signature
Only if this note is also your support log.

	
	
	


Corrections
Never rub out, overwrite or backdate. Add the correction here with the date and your name, and leave the original readable.
	


A free template to adapt — not an official form, and not legal or compliance advice. Corella is not affiliated with the NDIA or the NDIS Quality and Safeguards Commission. The rules behind it change, so check the current guidance and your own obligations before you rely on it.
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