Strong Words to Use When Writing Progress Notes

As a case manager, you are required to keep detailed records through progress notes. It allows
you to support and facilitate successful outcomes for your participants. Analyze your notes to
see if they would be useful to another case manager. You want to make sure you give an accu-
rate picture of the participant’s history, current situation, and progress toward goals.

It's important to use language that is nonjudgmental, neutral, and objective. It's also helpful to
avoid making assumptions and stick to the concrete facts. You should always indicate clearly
when a comment is an observation. It is imperative to make it clear when you are recording the
participant’s own words by using quotation marks.

Notes are important in case management because the courts can subpoena records and other
reports. Write your progress notes immediately after you have spoken with a client. Here’s a
handy list of strong words to use while writing progress notes:

Strong Verbs to Use

Acknowledged Empathized Praised
Addressed Empowered Presented
Advised Encouraged bFl’rObedI .
Ensured Problem-solve
Advocated
Asked Evaluated Prompted
>Ke Examined Recapped
Assessed Explained Recommended
Assisted Explored Redirected
Challenged Expressed Referred
Checked In Facilitated Reflected
Clarified Focused on Reframed
Framed Reinforced
Collaborated Gathered information Reiterated
Commended Guided Reminded
Conducted Highlighted Resppnded
Confronted Honored ] R;we]:cwed
ifi Shared information
Conveved Identified
yl q Informed Suggested
Counsele Interacted Summarized
Developed Interpreted Supported
Discussed Joined Urged
Educated Observed Validated



