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Documentation:

Forms for Referral, Assessment, Evaluation,  and 
Billing
Developed by the Alberta Seating Council to 
support a standardized process for all clinics in 
Alberta
Beneficial to use with every client, no matter what 
their funding is e.g. AADL, WCB, NIHB
Document thoroughly at each step in the seating 
process
- omissions can come back to haunt you!
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Clinic processes:
PROCESSES SUPPORTED BY:
Referral - Referral Form (Form A)

Assessment - Assessment Form (Form C)
- Assessment Summary (Form D)
(There isn’t a Form B!)

Intervention - Assessment Summary (Form D)
- chart notes, as needed

Evaluation - chart notes
- and a bunch of forms to be 
discussed! (Forms F, G, H, and I) 
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Referral Process: 
Referral Form (Form A)

Completed by client, caregiver, community 
therapist, doctor, or another stakeholder.

Screened by Seating Clinic, usually a 
‘Coordinator’, who:
- determines appropriateness for Seating Clinic
- checks for missing information
- decides type of intervention needed
- decides if client is a ‘priority’
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Purpose of the Referral Form:

Prepares team for the assessment
Provides baseline data
- starting point for discussion with client at 
the Assessment
‘Live’ document during the Assessment
- add pertinent info to the Referral Form
- no need to rewrite info that is already 
stated on the Referral Form
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Assessment Process: 
Assessment Form (Form C)

Each Seating Clinic uses the same form for 
every client

Following the standardized form leads to a 
thorough, standardized assessment
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Purpose of the Assessment Form:

Provides an outline of what to assess and 
what information to seek
It is the form on which the assessment 
findings are described & documented
Documented information provides a basis 
for developing outcomes
- the concerns and assessment findings should 
indicate what the client’s desired outcomes of 
the seating intervention may be
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Steps in the Assessment Process:

Interview with client and caregivers
Discuss their seating concerns 

Concerns from the Referral Form and concerns not
on the Referral Form

Examine condition and fit of client’s 
seating components and chairs 
Documentation, of the above, usually is on 
the 2nd page of the Assessment Form



17

Next steps in the Assessment Process

Examine the client’s posture in the 
wheelchair
Examine posture on the mat

balance, tone, and lower extremity ROM.
These areas are documented on the 1st

page of the Assessment Form.
Measurements of the client and their chair 
may be taken
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Assessment Process : 
Assessment Summary (Form D)

Completed at the end of the Assessment
Copies of the Summary are given to the 
stakeholders

e.g. client, caregiver, technician, funding 
agency, referring therapist

The seating team contact person should 
be clearly indicated
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Purpose of the Assessment Summary:
Contains a brief summary of the pertinent 
assessment findings

two to four sentences.

Summary provides the funding agency with 
rationale of why new components are needed
Documents client’s expected outcomes
Describes the seating intervention plan 

Intervention = Provide service
Provide…equipment, education, recommendations
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Intervention Process
Before deciding on equipment the team should:

1. Discuss with the client: 
assessment findings 
the rationale for the equipment
options

2. Consider showing and demonstrating the 
components’ features, pros/cons

3. Seek input from the client/caregiver about the 
options discussed
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Intervention Process 
Assessment Summary (Form D)

Summary indicates what intervention that:
Occurred during the assessment session
Is planned in the near future

Contains names of team members at the 
session, and contact phone number.
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Intervention Process: 
Assessment Summary (Form D)

Specifies the Action Plan (a.k.a Intervention 
plan)

Who is doing what in the plan
Equipment the client will try
Educational tips

e.g. Betty should wear her footstraps when she is being transported 
to avoid feet getting caught in doorways

Recommendations
e.g. Strongly advise Betty to see her doctor about spasticity
medications
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Intervention Process 
Assessment Summary (Form D)

Indicates status of the old equipment
i.e. recycle to another client, scrap, reuse with 

same client.
AADL wants information about:

why the client no longer needs their components
whether those components can be recycled to 
another person 



27



28



29

Intervention Process

Intervention should be focused on 
achieving the client’s chosen outcomes
Beneficial to document information about 
unsuccessful trials, usually in client’s 
progress notes in seating chart

What worked, what didn’t, and why.
Good idea to summarize the entire seating 
intervention at the end of the process in a 
report. 
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Evaluation Process
When does Evaluation occur?

- upon fitting of the equipment

- after one/two week trial, 
before equipment is billed

- 3 months after the intervention 
is complete

Chart in 
Progress Notes

Forms F, G, H, I
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Evaluation Process

What is Evaluated?

Evaluate how the seating components fit the client

Evaluate how the client functions with the equipment,
e.g. eating, propelling

Evaluate the achievement of the client’s expected 
outcomes
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Evaluation Process

Seek feedback from the key caregiver on 
the attainment of the client’s expected 
outcomes

Send the following to the to the key caregiver:
1. Form H  - Caregiver Satisfaction
2. Seating Goals Questionnaire
3. Form G 
4. Form  I
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Evaluation Process

We also want to evaluate service 
provision 

Client’s satisfaction with the Seating 
Team’s quality and timeliness of service
once the intervention is completed.
Ask clients to complete and return Form 
F - How Did We Do On Service Delivery?

Review the responses and make 
changes to improve your service
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Evaluation Process
We also want to evaluate the products we 
use

Evaluate during the fitting and evaluation stages.
Each client may have different needs for durability, 
ease of use, ease of cleaning and maintaining

Feedback from a client will 
give the seating team information about the 
appropriateness of the equipment for that client’s 
needs. 
adds to our store of knowledge about the pros and 
cons of the components we use for all clients.
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Evaluation Process
In summary, we need to evaluate: 

The fit of the components
The client’s function with the components
The caregiver’s function with the 
components
The attainment of the client’s expected 
outcomes
The quality and timeliness of service 
provision
The products/components we use
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Request for Seating Clinic Review (Form J)

Client can be referred to Seating Clinic on 
Form J, rather than the Referral Form (Form A)
if the:

Client has been assessed in Seating Clinic 
within the past 2 years and requires a review

Diagnosis, medical status, and functional 
level have not changed. (If these have 
changed, a Referral form should be submitted 
instead.)
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Summary:

Following a standard process for every 
client, from referral through to evaluation, 
facilitates: 

completion of a thorough assessment
provision of client centered service
achieving client centered outcomes

Keep thorough notes throughout the entire 
process!
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