Case Conference Note Template
Reviewed by the BastionGPT Clinical Advisory Board · July 2026 · Adapt fields to your organization’s, payer’s and jurisdiction’s documentation requirements.
	Client (initials):
	DOB:
	Date:


Purpose of conference
What the conference was convened to decide; pre-arranged and scheduled in advance
	


Consent & attendance
Client agreement recorded (date, scope) · client/carer attending yes or no; most schemes require recorded consent, not attendance
	


Participants
Name, credentials, discipline/role, mode (in person / video / phone) for each; note the minimum team mix
	


Discussion
History and current needs · outcomes to be achieved · previously identified outcomes reviewed
	


Decisions & tasks allocated
One line each: task, named team member, timeframe
	


Distribution
Copy in client record · summary offered to client/carer · summaries to team members
	



	Start/end time (if billed):
	Next conference or review date:



	Author signature / credentials:
	Date signed:


Full guide, sample note, and compliance notes: bastiongpt.com/template/case-conference-note   ·   BastionGPT drafts case conference notes from your recap or transcript. Free 7-day trial.
