
How to Submit Shifts in Sirius Care: Updated 
Visit Note Layout Instructions 

 
When you are ready to submit your shift, you will click on Ongoing Shifts and then End Shift. 

  

 

 

 

 

 

 

On the next page you will still see a date and time section, but instead of a text box you will 
find several drop down boxes. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Each box is titled with a goal and clicking the arrow on the right will reveal the tasks/activities 
that may be performed during the shift. Clicking in the checkbox to the left of the goal will 
select all the tasks listed. 

 

 

 

 

 

 

 

 

 

 

 

 

You can choose 1 or more goals as well as tasks, but please only choose the ones you are 
actively working on during the current shift.  

 

 

 

 

 

 

 

 

 

 

 



 

You will also see the Participant 
Response/Behavior/Outcome 
box. Choose one or more of 
these items to indicate what the 
PRS (Person Receiving 
Services)did during the shift, any 
progress/setbacks to achieving 
goal, and how they reacted to 
their environment, others, and/or 
yourself. 

Please note that these goals and 
tasks are subject to change at 
any time e.g., renamed, 
rearranged, removed, etc. 

Not shown, but forthcoming, will 
be the Staff Role drop down box 
with items to choose from that 
show how you provided support 
to the PRS during the shift. 

 

 

 

                                                                          
CORRECTION TO PREVIOUS INSTRUCTIONS: 

This box is required and will be updated to 
reflect that ASAP. It will also be renamed to 
“Summary of Staff Support”. This is where 
Providers will type in how they supported the 
participant during the shift (modeling, 
coaching-prompted, encouraged, assisted, 
etc.) 

 

 

 



The last section has you choose where the shift happened and some services can only occur 
in one (EX. CC/CCLRP/SCC must always be done in the community). 

 

 

 

 

 

 

 

 

 

 

 

 

 

Observations allow for a little more detail to be given, especially in the event of an 
emergency. As before, click in the check box to the left to open a text box to describe what 
happened. 

Incidents – Briefly describe any instance where you have observed or been told (firsthand) 
any conduct that will require an Incident Report to be completed. 

Medication Administration – NO PROVIDER CAN ADMINISTER MEDICINES TO THE PARTICIPANT 
DURING SHIFT HOURS. However, in the event of an emergency where you must give a rescue 
medication (for anaphylactic shock/severe allergic reactions, asthma attacks, seizures 
longer than 5 mins, etc.), you must call 911 before you can give the medicine. You would 
document the event here. 

Behaviors – Use this box to describe anything unusual in the way the PRS is behaving that 
wasn’t occurring before. Briefly describe events prior to behavior, how long the behavior 
lasts, what de-escalation was tried, and did it work or not and how the behavior continued 
or stopped. 

Click End Shift at the bottom of page to submit your hours. 

 

 


