School & Teacher Collateral Contact Note Template
Reviewed by the BastionGPT Clinical Advisory Board · August 2026 · Adapt fields to your organization’s, payer’s and jurisdiction’s documentation requirements.
	Client (initials):
	Age:
	Date of contact:



	Method:  [ ] phone   [ ] in person   [ ] video   [ ] email
	Duration (min):



	School contact (name, role, school):
	Identity verified by:


Authorization on file
Release naming this school, signed by the guardian with medical decision-making authority
	Release signed (date):
	By (guardian):
	Expires:



	Covers:   [ ] receiving info    [ ] disclosing info    [ ] both directions



	Purpose (treatment plan goal):


Information gathered from the school
Attribute to the source by name; keep it observational: on-task time, work completion, peer behavior, what helps, agreed rating scales
	


Information shared with the school
Itemize each disclosure, minimum necessary for the purpose; no diagnosis, medication, or session content unless the release covers it
	


Clinical use / next step
What the information changes: plan update, rating scale to integrate, topic for the next parent session, re-contact date
	



	Billing:   [ ] non-billable collateral    [ ] state Medicaid code:



	Clinician signature / credentials:
	Date signed:



	Supervisor co-signature (if required):


Full guide and sample note: bastiongpt.com/template/school-collateral-note   ·   BastionGPT drafts the collateral note from your call bullets or the teacher’s email. Free 7-day trial.
