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INSTRUCTIONS GUIDE 
 

The COVID-19 Visiting Record in the Operations Database (ODB) was updated on December 15, 2020. The 

form is to be used for planning, approving, and documenting visits during the COVID-19 pandemic. All 

locations are required to document visits in the ODB using this Visiting Record. If the ODB is down, complete 

this checklist on paper or in the electronic MS Word form and then update the ODB when it is live. 

 

The Visiting Record has four forms in one record. Each form has its own purpose and is used based on the 

following type of visits: 

 

1. Designated Visit (at Christian Horizons Support Locations) 

• For designated visits at Christian Horizons support locations, this 

record is to be completed and approved ONCE in advance of the 

first visit. 

• Documentation of visits is to be recorded in Support Notes.  

• Active screening for every visit will continue to be tracked on the 

Screening Tracking Form.  

• If and when there is a change in designated visitors, complete a 

new Visiting Record to document the change.  

 

2. Essential Re-Occurring Visit (at Christian Horizons Support Locations) 

• For essential re-occurring visits at Christian Horizons support 

locations, this record is to be completed and approved ONCE in advance of the first visit. 

• Documentation of subsequent visits is to be recorded in Support Notes. 

• Active screening for every visit will continue to be tracked on the Screening Tracking Form.  

• If and when there is a change in essential visitors, complete a new 

Visiting Record to document the change.  

 

3. Essential Overnight Visit (at Family or Friend’s Home) 

• This record is to be completed for EVERY essential overnight visit occurring outside of the 

Christian Horizons support location. 

 

4. Non-Essential Family & Friend or One-Time Essential Visit (at Christian Horizons Support Locations) 

• This record is to be completed for EVERY non-essential family and friend visit or for essential 

visits that occur one-time (not re-occurring) at Christian Horizons support locations. 

 

Please refer to the COVID-19 Visiting Guide for Locations for visitor definitions, visit guidelines, etc. 

 

 

  

RECOMMENDATION 

Keep a current list of 

designated and essential 

visitors posted somewhere 

visible in the support 

location so employees are 

all aware if and when 

there are changes to these 

types of visitors. 

https://covid19.chconnect.org/documents/support/COVID-19%20Screening%20Protocol.pdf
https://covid19.chconnect.org/documents/support/COVID-19%20Screening%20Protocol.pdf
https://covid19.chconnect.org/documents/support/COVID-19%20Visiting%20Guide%20For%20Locations.pdf
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INSTRUCTIONS ON USE IN THE ODB 

 

Creating a New COVID-19 Visiting Record 

 

1) Click on the Services tab and select the support location 

that you are completing the Visiting Record for. 

2) Click COVID-19 Visiting Record in the left-hand navigation menu under Forms for the support location 

you selected.  

 

 

3) This will take you to the Summary Page. The Summary page provides an overview of visit information 

where you can VIEW or EDIT the visit. See Editing or Viewing a Visiting Record on page 4 for more 

details. 

 

 

 

 

 

4) Click Add New COVID-19 Visiting Record to add a new Visiting Record.  

 

You will be taken to the COVID-19 Visiting Record screen.  
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Completing a COVID-19 Visiting Record 
 

The Visiting Record consists of three main sections: 

 

1. Identifying Information section  

This section identifies the location, person being visited (if applicable), date and time of visit, name of 

family/friend (visitors), and other identifying information for the visit. Please note the following as you 

fill in the identifying information: 

a) The Service Location field populates automatically. 

All other fields are entered manually. 

b) The Name of Person Supported field allows you to 

select the name of the person at the service 

location you are filling in the record for. This field is 

required with one exception:  

For an Essential Visit that is tied to a service 

location and NOT a person using services (a 

repair/maintenance of the home, etc.), the Name 

of Person Supported field can be left blank. 

Otherwise, this field is required for all other visits. 

 

 

 

 

 

 

 

 

 

2. Visit Details section 
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a) Select the type of visit that is required for the particular Visiting Record from the list provided. Read 

the description below the list as a guide for selecting the appropriate type of visit. The form you 

select will pop up on the screen in the same window and is ready to fill in. 

b) Click Cancel if you selected the wrong type of visit. 

c) Click the Save button at the bottom of the form once you have created or completed the Visiting 

Record. When the record is saved, you will be taken to the summary page that lists all Visiting 

Records for the selected location.  

3. Employee Sign Off and Supervisor Approval section 

 

When the Visiting Record is complete and ready for supervisor’s review and approval, fill out the 

Employee Sign Off and Supervisor Approval section. There are two sub-sections: 

a) For Employee sub-section  

• Fill out the Name of Employee(s) Supporting the Visit, you can add multiple employees 

using the employee selection tool (the same way you would select employees in 

an Occurrence Incident report).  

• Check the Visit Cancelled? checkbox if the visit was cancelled after initial planning.  

• Check the Visit and Visiting Record Completed? checkbox if the visit and record is complete 

and ready for supervisor’s review and sign off.  

• Complete the Name of Employee Completing the Record (Pre-Visit) and Date Record 

Completed (Pre- Visit) after you have entered pre-planning visit information for supervisor’s 

review and approval of visit. 

• Only complete the Name of Employee Completing the Record and Date Record Completed 

fields when the record is final and ready for supervisor’s review and approval.  

If you need to go back to enter “during visit” and “post visit” information, leave Name of 

Employee Completing the Record (Post-Visit) and Date Record Completed (Post-Visit) fields 

blank until all other components of the Visiting Record have been filled in and completed.  
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b) For Manager sub-section  

• Check the Delete Visiting Record? checkbox if the Visiting Record was entered incorrectly or 

entered twice and can be removed from the ODB. 

• Check the second checkbox to confirm that the manager has reviewed and approved the 

visit and the content of the Visiting Record before signing off and dating the record. 

• Name of Manager Reviewing/Approving field is locked for manager sign off only. 

  

Editing or Viewing a Visiting Record 

Once a Visiting Record has been created or completed, you can View or Edit the record.  

The Summary Page has important details on what record has been filled out. 

 

(1) Date of Visit: The date that the visit occurred  

(2) Type of Visit: This is the type of visit that the record was completed for 

(3) Name of Person Supported: IF APPLICABLE – this shows the person using services who the record was 

filled out for (i.e., who the visit was tailored to) 

(4) Name of Family/Friend (Visitors): The person or company that visited the support location or person 

using services 

(5) Name of Employee Completing the Form (Post-Visit): The name of the employee who completes the 

Visiting Record after the visit.  

(6) Date Record Completed (Post-Visit): The date the record was completed by employee after the visit. 

(7) Name of Manager Reviewing/Approving: The name of manager who confirms that they have reviewed 

and approved the visit and the content of the Visiting Record. 

(8) Date Record Reviewed/Approved: Date record reviewed and approved by manager. 

(9) Visit Cancelled?: This is marked if the visitor record was filled out, but the visit was cancelled 

(10) Visit and Visiting Record Completed?: If the checklist is complete, this will be marked YES, if not, NO 

will be in this column 

(11) Delete Visiting Record?: Marks the record to be removed from the ODB 

 

 You can view the record selected after looking at the Summary Page by: 

1) Finding the Visiting Record you would like to View or Edit. 

2) Clicking on the View button, or the drop-down arrow, then selecting View or Edit.  
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If you are editing the record, don’t forget to click Save to save your changes once you are done editing. 

 

Notifications for Supervisors 

Supervisors will receive automatic notifications based on the following scenarios:  

1) Scenario 1: A Visiting Record has been created but not completed – once Date Record Completed (Pre-

Visit) field has been entered. 

2) Scenario 2: A Visiting Record has been created and completed – once Date Record Completed (Post-

Visit) field has been entered. 

 

Report 

A summary report of all Visiting Records is available to Supervisors, Area Managers, and Systems Managers for 

a quick review and follow up actions on incomplete records. It can be found on the left-hand navigation menu 

under Forms after selecting the support location under Services tab. 

 

Former Visiting Record Format 

To edit, view, or approve Visiting Records entered in the ODB between October 13, 

2020 and December 14, 2020, click on the COVID-19 Visiting Record(old) link in the 

left-hand navigation menu under Forms for the support location you selected. This 

will take you to the appropriate page in which you can access old Visiting Records. 

 


